Oy Ene oS Ch Ie eeu “sseusna | DAR ALAR Bre 
pepe d\R OUM SJUSpM4S oul. s° Aprys Aw oy e4 y 


BOSTON UNIVERSITY 


SCHOOL OF EDUCATION ¢Aa 
LIBRARY Cit 


LA< 


1Quy 


The Gift of heainssld LH. Qssinn was 


“Thesis 
4A) aL nk . 


1446 


BOSTON UNIVERSITY 


SCHOOL OF EDUCATION 


Thesis 


A FOLLOW-UP STUDY OF THE STUDENTS WHO 
ATTENDED THE E PRIVATE BUSINESS SCHOOL 


Submitted by 


Reginald H. Quinn 


(B. S. in Ed. Boston University, 1947) 


In partial fulfillment of requirements for 


the degree of Master of Education 
1948 


First Reader: Dr. John L. Rowe, Assoc. Professor of Education 
Second Reader: Mr. Charles L. Peltier, Instructor in Education 


Third Reader: Mir. Frank Steeves, Instructor in Education 


¥ 


Boston University 
Schoo} of Ed 


Se Be RE Be) 


———— 


aN eee ae, ee ; ye a; 


FR 4 eR 
i ee ‘ « 
¢ 6 BE 
a! t MF ri y aise ely 
. + 44 a" T : 
“ib ee ween > vi x 
° S ; a) eB oh 
tay a ; * 
5 . Ere = é 7 ; 


as n by ¥ c * * ‘y Fr . ’ Py . : = os = 
#2G = Cae “ ay a Pt ~ 4 a wi . 
¥ . 


x d 
ly Set ‘ 
5 - ‘ ‘e 
f < ae. ~ ‘ 
ae ‘% we ae ve ‘ 
MO You teat 
Ty : ar e 4 
,* f , I 4 i he ia. : oo = 
q 2 tm or 5 o> 3c) > ore ory . rz “h « 4 
R GO Jaa. oS STAV LAG ta wT 
wr’ * b | : , i T a 
oh ; > 7 ‘' 
v4 
Ae , oye, 9 P 
Divi & Se OA ee ; Ne, 
; hy 7. - ae at r it av 
ey mitsy 2. blaalishk 
4 7 . , ~ ae ~ : 
sae ‘ A - 
Bx pete ~~ - Ab 4 Ai 4j 3 so —- a 
as (‘Sel vi lkusvial “aoseod. . St 
a Py § 
ss 2; 4 a 
eek . * * \ 
re, Same : % 
“hy _" 2 d 7 ae ot pee . “feu r as ss * 
ake: aol ethene rispsen Tie toonilLtitics Satt ray GT 14 
a), ¥, Pig D he , 
rd lee —_ * add A é ‘ te a A -Y 
Py: qolszoubs to ite feel to sah aad ye? 
te ‘ : re - , : . 7 
a | * ¢ { =" > "J 
| * i iy ” , 
77 
¥ ‘% r, ae é. 4 
y 72 { 4 
"> ! Be 
™ ) ; be 
i: # 
a a 4 ¢ "7 (2 
, ls - . << oy Ve . mou. ~¢ 2 9h 26a Je! " 
~ Ww - Fs - ra asd a aw . b 
Ps, ae pre Ly Let -. Me ark SS Hil Coos c - 
‘g , 4 
>a - . ss y ™ t ; - oe Ff, 
on 3 4. Savory ag uty ~ soe Far ae : 3 t¢52an bitay 
oe > a Y 1 ‘ 


ACKNOWLEDGEMENT 
To Dr. John Le Rowe, of the School of Education, 
Boston University, for his untiring effort in 
the guidance of this thesis, my sincere gratitude 


is expressed. 


CHAPTER 


III 


IV 


TABLE OF CONTENTS 


STATEMENT OF THE PROBLEM 


A DIGEST OF SOME RECENT STUDIES IN 
SCHOOL AND BUSINESS RELATIONSHIPS 


PROCEDURES USED IN GATHERING DATA 


Ae LETTER 
Be QUESTIONNATRE 
Ce FOLLOW-UP LETTER 


RESULTS OF SURVEY 

SUMMARY AND RECOMMENDATIONS 
BIBLIOGRAPHY 

APPENDIX A 


PAGE 
1-14 


15-359 
40-52 
43 
44-46 
47 
55-79 
80-95 
96-98 


99-100 


oOl[-e¢9 


a ee oh | 


ATAC ouraaeAe a cae — 


ol oA 

4 ae To . 
anTaMMOITasup ag 
AZTTAI IWU-WOLIO% (OLIOE A) 


yavave TO enwenn 
2HOTTAGUENMOOER CMA YRAMMUE 
YHIAHOOIJaIa 

A XICMaTIA 


» jae kd | ie 


Sif 


XI 


XII 


XIII 


XIV 


LIST OF TABLES 


NUMBER AND PER CENT OF REPLIES RECEIVED 
METHOD OF OBTAINING INITIAL POSITION 
DISTRIBUTION OF PRESENT OCCUPATIONS 
PRESENT OCCUPATION DISTRIBUTION 


DISTRIBUTION OF TIME SPENT IN BOOKKEEPING OR 
ACCOUNTING WORK 


DISTRIBUTION OF ANSWERS TO SEVEN QUESTIONS 
ASKED 


DISTRIBUTION OF TIME SPENT IN DICTATION 


AVERAGE RATE OF DICTATOR'S SPEED 


AVERAGE LENGTH OF DICTATION INTERVALS IN 
MINUTES 


PAGE 
54 
55 


57 


59 


61 


65-64 


65 
67 


67 


DISTRIBUTION OF SPEED IN TRANSCRIPTION REQUIRED 


ON THE JOB 


DISTRIBUTION OF ANSWERS TO TWO QUESTIONS 
REGARDING SHORTHAND 


DISTRIBUTION OF TIME SPENT IN TYPEWRITING 


68 


69 


DISTRIBUTION OF THE AVERAGE SPECIFIC ACTIVITIES 


IN TYPEWRITING BASED ON THOSE PERFORMING THIS 


ACTIVITY 


DISTRIBUTION OF TYPEWRITING SPEEDS REQUIRED 
ON THE JOB 


TL 


72 


DISTRIBUTION OF ANSWERS RECEIVED TO TYPEWRITING 


QUESTIONS 


75 


Digitized by the Internet Archive 
in 2016 with funding from 
Boston Library Consortium-Member Libraries 


https://archive.org/details/followupstudyofsOOquin 


LIST OF TABLES 


TABLE PAGE 
XVI DISTRIBUTION OF TIME SPENT ON OFFICE 

MACHINES 74 
XVII DISTRIBUTION OF AVERAGE PERCENTAGE OF 


TIME SPENT ON THE DIFFERENT OFFICE MACHINES 75 


XVIII DISTRIBUTION OF TIME SPENT IN FILING 76 


XIX DISTRIBUTION OF FILING SYSTEMS USED BASED 
ON A TOTAL OF 67 PERFORMING THIS ACTIVITY TZ 


CHAPTER I 
@ STATEMENT OF THE PROBLEM 

The problem of this thesis is to make an actual follow-up 
study of students who attended the E Private Business School for 
a period of ten months or more. This business school is located 
in Massachusetts. Throughout this study this institution will 
be referred to as the E Private Business School. 

During this past world conflict, the business world became 
somewhat lax in its standards of employability, in that it was 
forced to accept a number of marginal office workers. However, 
both business and government will demand a more efficient office 
worker in the postwar world. This study is made for the follow- 
ing reasons: 

1. To promote closer relationship between course 
content of the curricula at the E Private 
Business School and actual demands of the 
businessmen and government agencies. 

2. To revise the course content of the curricula at 
the E Private Business School if this study proves 
that such a change is necessary to meet the demands 
of the businessmen and government agencies. 

© | In order to ascertain the effectiveness of the present 
curricula, the following questions were asked: 
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position after attending the E Private Business 
School? 

What is your present occupation? 

List all positions held since leaving the E 

Private Business School? 

How much time is spent each day in doing book- 
keeping work? 

Do you actually make monthly financial statements 
(Profit and Loss Statement and Balance Sheet)? 

Do you believe that the bookkeeping you learned at 
the E Private Business School is practical or too 
theoretical? 

Should any additional material be added or sub- 
tracted from the bookkeeping or accounting course 
that you took while at the E Private Business School? 
Do you feel that the use of actual business papers in 
connection with practice sets would help you on the 
job? 

If you are keeping a set of books by single entry, 
did you have any trouble in adapting yourself to 
this system? 

Is it necessary for you to perform any bookkeeping 
or accounting duties that were not taught to you 
while at the E Private Business School? 

Do you close the books or does an accountant come 


in to do this? 
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13. 


14. 


15. 


16. 


17. 


18. 


19. 


How much time is spent each day in doing shorthand? 
What is the average rate of the dictator's speed in 
your office? What is the average length of dicta- 
tion time? What speed in transcription is required 
on the job? 

Do you take conference or meeting reports in short- 
hand? In what way has the court reporting and legal 
work been helpful? 

How much time is spent each day in doing typing work? 
Check the amount done in each area? What typewriting 
speed do you feel is necessary on the job? Is there 
an Electromatic Typewriter used in your office? Do 
you feel that sufficient time is spent on statistical 
typing at the E Private Business School? 

What percentage of time is spent on office machine 
work each day? How much time on each machine as 
listed? 

In what way would specific training in telephone 
technique help you? 

Could you suggest improvements for the business 
English course? 

How much time is spent each day in filing? Check 


the type you use? 
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20. What additional subject matter could this school 


give which would be helpful on the job? Please be 
frank! 

21. Are there any higher positrons that you could be 
doing if you had some additional training to advance 
in your present position? (Specify) 

22. Have you any additional comment on the E Private 
Business School? 

23. Did you attend any other school since leaving the E 
Private Business School? 

24. Would you be interested in participating in an 


active alumni club of the E Private Business School? 


DELIMITATION OF THE PROBLEM 
This follow-up study was limited to those students who 
attended the E Private Business School, full time as day students 
for a period of ten months or more. It did not include any night 
school students or those who attended less than ten months. 
Students were selected for a period of ten years with a random 


choice being made over that period of time 


DEFINITION OF TERMS 


All pertinent terms are defined as they are used in this 
1 
study. 


=  ._ ° 
Definitions found in the Dictionary of Education and Webster's 


Collegiate Dictionary, fifth edition. 
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Follow-Up: A follow-up is a plan whereby a student's status 

is investigated in order to assist in further adjustment. 

Private Business School: A private business school may be 

defined as an educational institution designed to prepare its 
students for business careers. It is owned and operated by 

an individual, individuals or as a corporation, without tax 
support and for a profit. The E Private Business School is 

a corporation. 

Student: A student is a serious-minded person who is attending 
school for a definite purpose and with some specific goal in 

minde In this study it includes all individuals attending the 

E Private Business School taking one of the three curricula, 
secretarial, stenographic or accounting. The stenographic 
curriculum is the same as the secretarial program with two ex- 
ceptions. The secretarial curriculum has bookkeeping and requires 
eighteen months whereas the stenographic has no bookkeeping and 
requires fourteen months for completion. The accounting curriculum 
is a twenty-four months course and is usually selected by men. 

No shorthand is offered in this program. 

Curricula: Curricula represents more than one course of related 


studies. 


Courses A course is an organized unit of subject matter. 


on i 


estate e'énebute s vderedw aren a ‘erg ay 
«toomtentba tonidasst at tetees ot web : 

ed ys Loorios eeonteud edavirq— A :L0 aioe 
ett etaqetq ot bennleeh noltudit¢ert fawe tian 
¥d betatego bas benwo et tI .arsenas ge eR 
xed svoditw .notisiogioo Bs eas <0 efeubivibat an 
et foodoc ezenteud adaviai J oT .tttow s 08 


gatbaeste el odw noateq bobaim-evoltee oe et inebute 4 

af [soy olttooqe emoe dtiw baa seoqusq etiatteb 7 

edd yalbnette eleubivibnt [la eebulont tf ybudte eh a if 
alvotrio eerit sit to eno antiad Loong eeontend dav rlest 
oldqatyonete eT .ynlscvosss to oiniqargone te Laks ¥. . 

“xe ows dtiw margorq Lelisdé19068 ont es omnes odd ef must | 
setlyoet bas yniceealood eat mufuoltadws {alaatensee anes “penoldge 
has satqesxdood on sed oidqataonede eft esoredw Be ke aeedsi; 
milvotaiue anitayooos eil .nolttefLqmoo «t0't acidaom eva wate 
fem ¥d besosfee yllaves el baa getuéo eddnom wo yaaiews re - 


eetgo%g etd? alt betetto ef buadtrode c- 


besalet to eeqsoo eno aedd etom atnogenqet aluotaasd + tuot pee 


Ny 


Ff sa0tb 
etodtam toetdue to tiny besiaszi1o aa et seqyoo A teens 


aes 


6 
Businessmen: This term relates to men who transact 
serious occupation, profession, or trade which requires 
energy, time and thought. 
Initial Position: Initial position is the first occupa- 
tion held after leaving school. 
Government Agencies: Government agencies are organized 
mechanisms through which a state executes its will. In 
this study it refers to the civil service positions and 
sections either federal or state which the students are 
employed in. When the students finish the program at the 
E Private Business School it is necessary that they take 
and pass a civil service exam if they are interested in 
this type of work. 
Dictation: Dictation is the act of reading words, phrases, 
sentences or paragraphs to the pupils for the purpose of 
providing him with practice in writing. 
Transcribing: This term refers to the act or process of 
reproducing in longhand or on the typewriter material 
taken from dictation in shorthand. 
Office Machine Work: This term relates to the course in the 
field of business education taught in secondary schools or 
colleges which prepares students in the methods and practices 
of the business office. It means in this study the operating 


of office machines. 
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Bookkeeping: Bookkeeping is the act or process of keeping 
a systematic record of business transactions and preparing 
financial statements. 
Accounting: Accounting is the act of recording, classifying, 
and summarizing in a significant manner and in terms of money, 
transactions and events that are, in part at least, of a 


financial character and interpreting the results thereof. 


PURPOSE OF THIS STUDY 

Employers in the postwar world will demand a greater degree 
of skill than is found in most high school graduates, therefore, 
the private business school is in a strategic position to meet 
the increasing need for business education on the post high 
school level. Students who enter this type of institution want 
to increase their skill in shorthand, typewriting and bookkeep- 
ing or accounting. They possess different degrees of skill and 
are placed in classes according to their ability. They want an 
office position as soon as possible and in many cases cannot 
complete the entire course for financial reasons. However, the 
private business school through its placement office does all it 
can to place this unfortunate student when he needs help most. 
College preparatory students who enter this school are assigned 
beginning classes in all subjects and progress rapidly. 

Many private business school executives are concerned by 


the extension of public school education upward from the twelfth 
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8 
grade. They realize that their institutions will cease to exist 
unless they can render a service that will exceed that supplied 
by a corresponding tax-supported school. 

Louis A. Rice, Principal of the Packard School, New York City, 
summed up the only answer to the problem when he saia:+ 

If the private business school cannot do a better job, 
the value of which is commensurate with what it charges, 

it cannot expect that it will be patronized by those who 

have the alternative of free courses. 

The private business school as a freedom founded, freedom 
loving and freedom serving institution of American Education was 
founded in the early part of the nineteenth century. As the need 
for business training expanded the curricula of the private busi- 
ness school expanded with it. Its curricula aim was then, as it 
is now, to prepare students for immediate, gainful employment and 
for growth on the job. 

According to Mr. Herbert A. Tonne : 


The private business school was the first institution 
devoted to commercial education. 


The exact date of the organization of the first private 
business school is not known. By 1820 a considerable number 
of teachers were offering more or less unstandardized pro- 
grams of private instruction in bookkeeping and penmanship. 


L 

Rice, Louis A. "Business Education Changes of a Quarter 
Century." Business Education World 20:113 October 1939. 
pe Tonne, Herbert A. "Historical Beginnings and Present Status 


of Business Education." Business Education Basic Principles and 
Trends. Gregg Publishing Company PP. 5-5 
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Re. M. Bartlett is-claimed to have been one of the first 
organizers of a private business school. He is known to have 
set up schools in Philadelphia, Pittsburgh, and Cincinnati.+ 


In 1853, H. B. Bryant and H. D. Stratton projected the 
idea of a chain system of business colleges, intending to 
establish a school in every city with a population of over 
10,000. Training was given in bookkeeping, penmanship, busi- 
ness arithmetic, and the rudiments of commercial law. 


The great opportunity for the private business school 
came during the period of reconstruction following the Civil 
War. Thousands of young men, mustered out of the armies, 
where they had tasted varied experiences, did not care to 
go back to the farms (where, incidentally, jobs had declined 
because of increased efficiency developed during the war), 
but wanted speedy and efficient preparation for some kind 
of employment in the cities. The best opportunities were 
to be found in bookkeeping and related clerical occupations. 
This desire for rehabilitation resulted in a rapid growth 
of private business schools. 


The development of the typewriter favored the entrance 
of young women in business, particularly in the stenographic 
occupations; but for many years enrollment in private busi- 
ness schools consisted largely of men and boys. By the 
beginning of the twentieth century, however, the majority 
of the trainees were women. This condition continues to 
exist. 


The private business school owes its success to individual 
initiative and independence. They have maintained their position 
in the field of business education through their performance. 
They have rendered a service which men and women have purchased 


and found profitable to them. 


1 Tonne, Herbert A. "Historical Beginnings and Present Status 


of Business Education." Business Education Basic Principles and 
Trends. Gregg Publishing Company PP. 5-5 
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According to Margaret Nash: 


i) Who can debate the fact that the private business school 
has a definite place in the educational system of this country? 
In 1945 there were over 2,000 private business schools in the 
United States. 


Since these schools are in existence to make money, in 
the same manner that any other business is, it is to their 
advantage to do a good job of selling and to maintain a good 
reputation for ethical practices. 


The reputation of any public service institution travels 
far.. If it is rendering satisfactory service, the public 
knows about it. If it is nat mediocre or poor service, 
the public knows that, too. 


When it becomes necessary for people to be well trained 
in order to obtain a position, it means that they must also 
be careful about how they are spending their money. They 
will patronize those schools that give them their money's 
worth or a little more. 


Mr. John B. Pope, of the Business Education Service of the U. S. 
Office of Education states:~ 


The private business school is a typical American 
institution, born of a free people--it is private industry. 
There is certainly nothing un-American in the private busi- 
ness school. Likewise, there is nothing evil in its se- 
curing a legitimate profit for the service it renders. 

The Office of Education has no policy that indicates that 
such a belief exists. Its place in our national life is 
insured because of the very nature of a free society. 


Private schools are taken for granted in this land of 
ours--they are not a recent departure. Private education 
had its inception in this country soon after our fore- 
fathers reached the Atlantic seaboard. It has always been 
with us--personally, I hope it will always remain. It has 


i 1 Nash, Margaret “Responsibilities of the Private Business 
“) School." Journal of Business Education. February 1947 PP. 15-16 


Pope, John B. "The Private Business School as Seen by U. S. 
Office of Education." Business School Executive, March 1947 


2 


ll 


been founded through private initiative, it is self- 

reliant, and it finances itself. It even contributes to 

the public purse.l 

A private business school is unique in that it can operate 
a flexible organization, experimenting with new ideas, provide a 
more specialized type of instruction and place its finished 
product in a business office. 

The placement office of the private business school must 
keep in close contact withthe businessmen in its area. In 
guidance one of the most important means of evaluating a school's 
program is through a follow-up study. The finished product of 
the private business school must meet business and government 
standards of employability. 

Margaret A. Hickey, Principal of Miss Hickey's Training 
School for Secretaries, St. Louis, Missouri delivered a speech 
at the state convention of the Missouri Business Schools 
Association, entitled, "Private Business Schools in the Postwar 
World," on December 28, 1943. A few excerpts are listed here- 


with:= 


There are great gaps in American education that some- 
one must supply. The business school of tomorrow should 
be concerned with these gaps. Lacks in fundamental prep- 
aration--in mathematics, English, spelling, reading, and 
work habits--must be supplied. New techniques can be 


1 Pope, John B. "The Private Business School as Seen by U. S. 
Office of Education." Business School Executive, March, 1947 


Hickey, Margaret A. "Private Business Schools in the Post- 
war World. Balance Sheet Volume XXVI, No. 1, September, 1944 
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learned hurriedly if the foundation has been built. We 
must do a better job of preparing our young people for 
a their initial jobs in business and industry. 


Every educator in the private business school must 
meet every opportunity, sometimes make the opportunities, 
to bring to the front and into the open the best features 
of our contribution. At the same time, we must work to 
correct the less desirable features whereever they occur. 
In any educational program, progress depends upon search- 
ing and merciless criticism. 


Just when public business education is catching the 
light of more progressive methods, long-known and initiated 
by better private schools, it would be retrogressive for 
us to advocate discarded educational straightjackets. We 
have a long history of originality and initiative. It is 
important to preserve our "independent mindedness." 


Allan Laflin said: 


There can be no more effective public relations pro- 
gram than the one carried on between the school and the 
employer who has learned about the activities of that 
institution. 


The administration by giving his support to a program 
of placement and follow-up becomes better acquainted with 
the district he serves. If he is aware of the problems in 
his district, and the people are aware of his problem, a 
feeling of better understanding will result.l 


Mr. A. E. Traxler in his book, Technique of Guidance, said: 


The great need at present is for the careful plamning 
of continuous follow-up studies to be carried on by local 
school systems. It is not surprising that during the war 

period very little in the way of systematic follow-up of 
school leavers has been done. With the gradual transition? 


i -Laflin, Allan "Placement A Phase of Guidance." 
Business Education, May, 1942 P.12 


——— 
") Traxler, Arthur E. “Follow-Up of Students." Techniques of 
Guidance, Ch. XVI. New York, London, Harper & Brothers, 1945 
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to peace-time employment conditions, however, follow-up 
studies are again assuming a potentially important place 
in all guidance programs. 

The inauguration of a continuous follow-up service 
may seem to place a practice that a program of this kind 
is more than worth the additional labor and expense. It 
helps the school administration, the counselors, the place- 
ment office, and the young people who furnish the replies. 
Perhaps more important than any of these, it benefits the 
boys and girls still in school, since it helps to bring, 
about needed improvements in the entire school program. 


The continuation of the private business school depends 
on the success of its students. The instructors of these 
institutions deal with the individual and help him excel. An 
efficient school maintains high standards and is always trying 
to improve. The equipment must be good and the teachers 
specialists in their subject matter. 

The progressive business school must be flexible enough 
to change its curricula to meet the changes taking place in 
the business world. Membership in the various service clubs 
will promote closer co-operation between the school and busi- 
nessmen which will insure better guidance and placement for the 


finishing students. 


Mr. John Archibald said:* 


The private business schools deserve a great deal of 
credit for the fine work they have done, but they should 
not be content to rest upon the laurels of their past 


i Traxler, Arthur E. "Follow-Up of Students." Techniques of 
Guidance, Che XVI. New York, London, Harper & Brothers, 1945 


2 archibala, John W. The Private Business School B.B.A. Un- 
published Thesis Boston University College of Business Adminis- 
tration, 1935 
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accomplishments. There is a great opportunity for this 
type of school to carry on extensive research in ascer- 
taining the requirements of business and in bringing 
about desirable changes in course subject matter and 
methods of teaching. 


The private business school is a real factor in the 
field of business education and renders a valuable ser- 
vice. It has made many contributions to this field of 
learning and has provided thousands of men and women with 
vocational training which has not only enabled them to 
earn a livelihood, but has been the foundation upon which 
many have risen to fame and fortune. 

What the future holds for the private business school 
is difficult to determine, but it is probably safe to say 
that those which study the demands and requirements of 
business, adhere to the fundamentals of sound management, 
operate their courses on a high standard and keep ever 
before them the ideal of service to humanity, will find 
a demand for their services and a fair remuneration for 
their efforts.1 


This follow-up study will be carried out in order to 
ascertain the effectiveness of the present curricula of the E 
Private Business School. The results of this study will be 
used to change the course content of the curricula, if it is 
deemed necessary. This will bring about a meeting of minds 


and will help the employer, the student, and the school. 


. Archibald, John W. The Private Business School B.B.A. Thesis 
Boston University College of Business Administration, 1935 
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CHAPTER II 
A DIGEST OF SOME RECENT STUDIES 
IN SCHOOL AND BUSINESS RELATIONSHIPS 


Traxler tells us that one of the purposes of a follow-up 
study is to gather data for use in evaluating the instructional 
and guidance programs of the local school. This is an extremely 
important purpose. The chief criterion of the value of a guidance 
program is its influence on the posteschool lives of the indi- 
viduals who have received the counseling service. 

Unless data are available the administration of a school 
can have no idea of the worth of the guidance program. It will 
be unaware of the mistakes that are being made or of changes 
that should be carried out. 

A follow-up study is a form of objective measurement of the 
teaching process and an evaluation of the course content. In 
order to prepare for the future, the past must be studied. 

In making a careful study of these follow-ups, it was 
found that the majority of them dealt with high school graduates. 
The most recent one in the field of private business schools was 


that of M. J. Camera. 


1 Traxler, Arthur E. "Purposes and Nature of Follow-Up of 
School Leavers." Technigues of Guidance, Ch. XVI. New York, 
London, Harper & Brothers, 1945 
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Miss Camera wrote a thesis on A Follow-Up Study of the Students 
a) of the X Secretarial School. The problem of this study was:t 


1. To determine to what extent the training received at 
the X Secretarial School had aided the students in 
their employment since leaving the school. 


2. To suggest a revised secretarial course of study 
based upon the findings of this survey, if it 
seemed advisable, to meet the demands of the busi- 
nessman. 
The subordinate problems which arose in the search for the 
answer to the major questions were as follows: 


1. What types of occupations are the majority of students 
filling at the present time? 


2. From what source do the students receive their positions 
after leaving the school? 


Se How much time lapses between leaving the school and 
initial employment? 


4. What percentage of time is spent in taking dictation, 
typewriting, and transcribing? 


5. What is the average rate and length of the dictation 
period? 


6. What percentage of time is spent in bookkeeping, filing, 
and office machine work; and what specific duties are 
performed in these skills? 

7. What duties are performed by others in the office that 
could be performed by these students if they had re- 
ceived instruction in this line? 

The school did not wish its name to appear in the study; 

consequently, the institution was referred to as the X Secretarial 


School. 


QO 


a Camera, M. J. A Follow-Up Study of the Students of the X 


Secretarial School. Unpublished Ed. M. Thesis, Boston University 
School of Education, 1947 
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This study was limited to full-time day school students of 
the X Secretarial School who studied shorthand and typewriting 
for a period of at least eight weeks. It did not include any 
night school students or any day school students who attended 
for a period of less than eight weeks. Since this school was 
started only three years ago, it was possible to include all 
the students who fell into this category of the past three years. 

Questionnaires were sent out asking a variety of specific 
questions relative to the type of knowledge actually required 
on the job and the percentage of time engaged therein. Forty- 
three questionnaires were sent out and 34 people responded. 
(79.1 per cent). A letter of transmittal was sent with the 
questionnaire explaining the purpose of the study. A follow-up 
was made on the questionnaires sent out. Telephone calls were 
made to 26 students. A personal visit was made to 9 former 
students' homes. It was found that the majority of students 
were willing to answer questionnaires. 

From the findings it was concluded that the X Secretarial 
School's curriculum is adequate to prepare students to meet 
business demands. From a total of 34 people, 21 are employed 
at the present time, or 16.8 per cent. Out of these 21 people 
19, or 55.9 per cent are employed in business. Of the 2, or 
5.9 per cent, not employed in business 1 was listed as a sing- 
ing teacher and the other as assistant librarian. The 13 not 
employed in business consisted of 5 housewives, 3 students, 


1 traveling abroad, and 4 not working. 
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The majority of students questioned in this survey were 
college graduates. It is little wonder, then, that 25.9 per cent 
of the positions were obtained through college placement bureaus. 
Since only 7.4 per cent of the students were placed through the 
X Secretarial School, it is assumed that the Piateaent service 
of this school is not particularly active. 

It was noted that 14.8 per cent of the employees received 
their positions through friends. These friends knew of vacan- 
cies or people whom they knew in the respective companies. The 
same percentage received their positions by applying to differ- 
ent employers and having interviews. Only 11.1 per cent stated 
that they had received employment on their own, which was assumed 
to mean, without the help of a college placement bureau, friend, 
private agency, or the X Secretarial School, although no attempt 
was made to prove such a statement. Only 2 peopie, or 7.4 per 
cent, secured the help of an agency in finding employment, while 
the same percentage received their positions through newspaper 
advertisements. 

The majority of students were employed in secretarial, 
executive, or specialized positions. They work about 40 hours 
a week and receive $35 a week as pay. 

Practically everyone was more than satisfied with his train-~ 
ing at the X Secretarial School, but a few gave some very helpful 
Suggestions. 

It was suggested that because the majority of people took 


dictation at the rate of 100 words a minute or less and almost 
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half of the people took dictation for a period of from 10 to 
30 minutes, it would be well to prepare the students to take 
dictation at 110 words a minute for long duration. They could 
take it faster then for a shorter period of time. 

It was also recommended that since the X Secretarial School 
places less than 10 per cent of its students, it would be well 
to set up a placement service. This would serve as excellent 
public relations for the school and provide closer co-operation 
with the businessman. Also it was recommended that a short 
course in office technique be added to the curriculum, and that 
at least a short course in alphabetic filing be included. One- 
fifth of the people operated office machines. Since calculators 
and duplicators predominated, it would be wise to offer instruc- 
tion on at least one calculator and one duplicator. It was 
thought wise to have a follow-up of the students every three 
years to ascertain whether or not the school is still meeting 
the needs of its students as well as it has in the past. 

Another interesting study of the graduates of a private 
business school was made by Mr. Douglas Chandler in 1940. The 
subject was A Follow-Up Study of the Business Administration 
Graduates of Blank College. Mr. Chandler attempted to discover 


the answer to the following question: Is the training program 
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Chandler, D. A. A Follow-Up Study of the Business Adminis- 
tration Graduates of Blank College. Ed. M. Thesis, Boston 
University School of Education, 1940 
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of the Business Administration Department of Blank 
College an adequate means of preparation for the 
initial positions which the graduates secure? 

This thesis was based upon an actual follow-up study of the 
graduates of the Business Administration Department of a private 
business school located in Boston, Massachusetts. The school 
did not wish its name to appear in the study so the Blank College 
was substituted throughout the entire study. 

Mr. Chandler selected two groups of graduates: Group I 
consisted of the classes of 1929, 1950, and 1951; Group II 
comprised the classes of 1937, 1938, 1939. A contrast was 
made using the two groups to find the differences in the kind 
of location and size of the firms employing graduates of the 
Blank College. He wanted to find the answers to the follow- 
ing questions: Did the graduates of ten years ago receive the 
same type of initial positions and beginning salary as the 
graduates of today? What has been the experience of the grad- 
uates concerning the necessity for additional training? 

A trial questionnaire was mailed to two graduates from each 
class. Nine out of 12 were returned. Then a revised question- 
naire and a letter of transmittal were mailed to all graduates 


in both groups. Out of 383 graduates there were 353 questionnaires 


1 Chandler, D. A. A Follow-Up Study of the Business Adminis- 


tration Graduates of Blank College. Ed. M. Thesis, Boston 
University School of Education, $540 
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sent, and 182 replies were received. Seventeen personal inter- 
views were given to check the validity of replies. An additional 
questionnaire was sent as a follow-up to those who didn't answer 
and return the original one. 

He concluded from his results that the types of businesses 
offering initial employment were manufacturing, financial, con- 
struction, building firms and public utility. These groups em- 
ployed 64.48 per cent of Group I and 48.11 per cent of Group II. 

The majority of firms offering initial employment were 
in Massachusetts. Foodstuffs, automotive, retail stores, fuel, 
ice, grain and miscellaneous employed 50.26 per cent of Group I 
and 48.12 per cent of Group II. The majority of firms offering 
initial employment were large organizations of $500,000 capital 
or over. In Group II there were more men working for small 
companies. The major initial employment was clerical work. 
There was a gradual reduction in beginning salary scale. There 
was an increase in present salaries. The reasons for leaving 
initial jobs were for more responsibility, better chance of 
advancement, better working conditions, and increase of salary. 
Other reasons were because the firm went out of business or the 
job was discontinued. Correspondence, accounting, typing, 
English, and salesmanship were considered important in training 
for clerical positions, while economics, business law, corpora- 


tion finance, and marketing were considered most valuable for 


22 


general business understanding. It was found that many of Group I 
took courses in order to progress on the job; while many of Group 
II took courses for degree credit. The preparation for initial 
jobs was adequate. Clerical occupations were important as a 
source of initial contact job. 

Mr. Chandler suggested that there should be a study of 
potential work opportunities in Boston for future graduates. 
The curriculum should be examined for presence or absence of 
adequate means of building necessary personality traits. It 
should be determined whether or not the training program of the 
business administration department of Blank College is an adequate 
means of preparation for promotional opportunities which arise. 
It should be ascertained which courses in the curriculum are of 
no practical value. There should be additional training on the 
graduate level if it would help the graduate on the job. 

One of the earliest follow-up studies was that of Katherine 
Teresa Coan. 

Miss Coan wrote a thesis entitled A Four-Year Follow-Up 
Study of the Commercial Girl Graduates of June, 1927, of the 
Baltimore Senior High Schools. * The problem of this study was: 


1. To measure the effectiveness of the present commercial 


T Coan, Ke. T. A Four-Year Follow-Up Study of the Commercial 


Girl Graduates of June, 1927, of the Baltimore Senior High Schools. 
Ed. M. Thesis, Boston University School of Education, 1953 
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25 
training program in the Baltimore Senior Schools. 


Ze To secure the standard of measurement through a study 
of concrete results and reactions obtained from re- 
sponses to a questionnaire indicating the usefulness 
or non-usefulness of the subjects included in the 
present high school curriculum. 

De To use this standard of measurement in a scrutiny of 
the preparation of a particular and specific group 
of graduate entrants into the business and vocational 
world. 


4. To use the results of the various section studies as 
a basis for suggestions as to changes of enlargements 
which may be necessary to provide the training needed 
to equip high school commercial graduates to meet ef- 
ficiently the present day requirements of the business 
world. 

The writer evaluated the Baltimore Commercial Curricula, 
using the Class of 1927, Baltimore Senior High Schools, and 
determined the kind and character of the changes which the study 
showed to be needed in the present training program. 

Three hundred graduates were approached. One hundred and 
thirty-one responded, which included Easter, Western, and Forest 
Park High Schools. Data was accumulated through a study of the 
actual experiences of this group, in a four-year follow-up study 
of the commercial graduates of the Class of 1927, Baltimore Senior 
High Schools. This material was organized as a fact=-basis for 


such changes and improvements as a comparative study may seem to 


indicate. 
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Miss Coan wished to find the percentage of girls in the 
group engaged in occupations in which their high school majors 
or minors were of fundamental, little or no value. The writer 
wanted to ascertain whether or not it was necessary to pursue 
additional training beyond high school in order to fill their 
first job satisfactorily. Did the high school in any way fail 
to equip the student for present or former positions? What kind 
of positions were being filled by graduates? What types of work 
were performed on the different jobs? How much time was being 
Spent on each job, what was the principal kind of work performed 
on each job, and which jobs were in the nature of promotion? 

The writer also wished to ascertain the relative vocational 

value of the different subjects in the various commercial courses. 
Had the graduates supplemented their high school training by 
further education? 

It was found that the program in the high schools regarding 
commercial education was effectual but there ws room for improve- 
ment. There was a need for revision, addition, and enrichment 
of the program as it existed. On the whole, it indicated fairly 
successful training for the job. There was a need for better 
adapting the school activities to life situations and social re- 
quirements. The upper years of high school should be enriched 
with a type of training which would prepare for life. There 


should be a better social understanding of the actual problems 
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25 
and responsibilities of business. 


It was suggested by the writer that a reorganization of the 
business curricula be made in order to give more adequate business 
training. There should be a testing program to enable only those 
with high I. Q. range to take the stenographic course. There 
should be concentration on vocational training. A universal type- 
writing course should be introduced. Business students should 
be trained in office machines. There should be a supplementary 
course to fit beginning office workers. A general business 
course should be offered providing practical business activities. 
There should be training in responsibility. A course in Business 
English should be arranged. There should be a broadening of 
regular courses. Stenography should be given in the llth grade. 
Graduates should be encouraged to do additional work so that they 
can advance in their positions. There should be a closer inspection 
of courses taken by commercial students, in order to see that such 
courses include material better meeting conditions required for 
higher education. 

Murdock in 1942 made A Follow-Up Study of Two Groups of 
Graduates of Milton High Aiea to determine whether or not the 
curriculum was meeting the needs of its graduates. There were 


several specific proglems: What becomes of the graduates? 


1 Murdock, M. Re A Follow-Up Study of Two Groups of Graduates 
of Milton High School. Ed. M. Thesis, Boston University School 
of Education, 19 
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Do they attend other educational institutions? If so, do they 
feel that they have been well prepared? Do the majority of the 
graduates go immediately to work? If so, what kind of work do 
they do? Have they been well prepared for entrance to their 
jobs? Where are the graduates located? Do the majority attend 
schools or find positions in or near Milton and Boston, or do 
they have to go far from home? Are the graduates of the last 
two years attending similar schools or finding similar initial 
employment to those of nine and ten years ago? 

Two groups were chosen. The depression year group consisted 
of the Classes of 1931 and 1932; this was Group I. Group II 
consisted of the Classes of 1939 and 1940. These two groups were 
chosen and a comparison was made. Group I was well established 
in the business world. On the other hand Group II was just get- 
ting started. 

The questionnaire technique was used along with personal 
and telephone interviews. A preliminary questionnaire was pre- 
pared and sent to 12 persons, 5 members of each of the 4 classes. 
These people were well known to the writer, and the response was 
expected to be good. They were asked to comment upon the question- 
naire. Ten of the questionnaires were returned. The revised 
questionnaire and a letter approved and signed by the Superin- 
tendent of Schools were mailed, accompanied by a stamped return 


envelope, to 657 graduates. Twenty-seven per cent of the 
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questionnaires were returned. Three weeks later a penny postal 
card was sent to those not having a telephone or living a great 
distance away. Others were called or visited personally. The 
return was then increased to 41 per cent. 

It was found that the majority of Milton High School gradu- 
ates felt it necessary to have additional training after leaving 
high school. The greatest number of graduates selected New England 
schools, Boston having the highest number. More specialized 
schools were attended by Group II, including the business schools 
and colleges attended by Group I. 

Insurance, manufacturing, educational institutions, and re- 
tail stores employed the majority of the graduates. In both 
groups many of the graduates obtained positions in the same busi- 
nesse 

Girls, rather than boys, were employed from both groups in 
the insurance offices. A large number of boys and girls were 
employed in machinery manufacturing concerns because of the 
defense program. No one from Group I entered the trades. However, 
three from Group II entered this type of work. There were a 
greater number from Group II who entered retail selling occupations 
than from Group I. The same number of boys and girls entered 
the selling field. The majority of the graduates who selected 


the professions, chose education. 
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The graduates of Milton High School obtained their positions 
in the New England area, in and around Boston. Many of Group I 
and II were still employed in their original positions. 

The graduates who answered the questionnaire were glad to 
offer suggestions. 

The request for an occupation course indicated that the 
students would appreciate such a course closer to graduation 
in either the llth or 12th grade. This course would add to that 
given in the junior high school. 

A course in vocational guidance should be possible which 
would include units on interview technique, psychology of busi- 
ness, and occupation in the senior high school should be investi- 
gated. The senior stenography students should be permitted to 
take the course in office practice. The course in commercial 
English should be revised to give more drill in letter writing 
and the fundamentals of expression. A study should be made to 
see if a course in selling for boys and girls should be offered. 
A mathematics course should be added for those interested in 
entering the trades. The mathematics needs of the business 
students on the job should be ascertained and a revised course 
presented if necessary. A survey should be made of the different 
trades to see what manual training would help prepare these 


students and to see if an automotive course would be practical 


in Milton High School. 
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Graduates of the department of business and secretarial 
training of Stephens College, Missouri, during the last five 
years who are now in secretarial work participated in a follow- 
up conducted by the business department. The graduates gave 
information oui 

1. What type of responsibilities are involved in the work 

which the graduates are doing? 

2. To what extent has the training received in college 

prepared them for these responsibilities? 

5. What are the most serious problems encountered in 

adjusting to the responsibilities and in performing 
the duties of the job successfully? 

The findings were used in connection with advising procedures 
of the college. Since many of the practical problems "from the 
field" had to do with personality traits, attitudes, general 
background, and relationships. with people, the survey provided 
an effective leverage for the adviser. He encouraged the 
"secretarial major" to supplement her specialized training with 
non-technical courses such as psychology, speech, social problems, 
general humanities, and literature. It was clear from the reports 
of the survey that the graduates had found their general training 
as essential to success in their jobs as their specialized skills 


in typing or the operation of office machines. 


i "Stephens College Makes School Use of Follow-Up." Journal of 
Business Education, May, 1945. P. 35. 
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The follow-up has paid dividents in acquainting the staff 
and the students with some of the practical problems which the 
newly employed graduate faces and in focusing attention on such 
problems during the training period. 

John Mitchell made a follow-up study of the 1936 graduates 
of Newton High School, Newton, New Jersey, for the purpose of 
finding out to what extent commercial education is vocational 


in the town of Newton and onivivertel™ 
Newton has a population of 5000 and is 62 miles from New 


York City. The largest industrial plant manufactures rayon 
goods and employs several hundred workers. There are numerous 
small plants. About 60 per cent of the 650 high school students 
live outside of Newton. 

A personal interview was arranged with the majority of 
students at their offices. Some of the other students mailed 
their replies in. Fifty-eight per cent have been or are employed 
at office work for which they were formally trained. Twenty-five 
per cent of the graduates used considerable bookkeeping. Every 
office worker used typing to some extent. Five per cent of the 
whole class is unemployed. None have attended business schools. 
Thirty-seven and two tenths per cent of the college preparatory 
group have entered college. EHighteen per cent of the general 


group attended college. 


1 Mitchell, John. "A Follow-Up Study of the 1936 Graduates." 
Journal of Business Education, December, 1937. PP. 17-18. 
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R. N. Cansler published a report on "What About Our Com- 
mercial Graduates?" He tells us that there is a need to 
ascertain what graduates of commercial departments have accom- 
plished with the training that they have secured. Are they 
using the training which they secured? Are they getting jobs? 

A survey of this nature was made of Haverstraw High School, 
Haverstraw, New York, of the Class of 1937. They wanted to 

find out if the commercial graduates were getting employment and 
what type. Also what happens to the general curriculum graduates? 
Do the college preparatory curriculum and general curriculum 
graduates secure work? If so, what line of work do they follow? 
Do the graduates continue their education in higher institutions 
of learning? If so, what type of school do they attend? 

Ninety-five graduates were personally contacted. It was 
found that a large per cent found jobs or continued their studies 
in institutions of higher learning. The graduates from the com= 
mercial curriculum showed the greatest percentage of employment. 

Miss Mary J. Reagan wrote an article entitled, "An Effective 


Placement And Follow-Up Department,."* It was stated that you 
often hear complaints about the high school not giving proper train- 


ing to their students to adequately prepare the students when 


leaving. 


E 
Cansler, Re. Ne “What About Our Commercial Graduates?" 
Journal of Business Education, XIV, January, 1939. PP. 9-10. 


Reagan, M. Je “An Effective Placement And Follow-Up Depart- 
ment." Balance Sheet, May, 1947. XXVIII, No. 9. 
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A revision was made of the Commercial curriculum at the North 
Union High School, Uniontown, Pennsylvania, so that graduates 
would be better prepared to compete in the business world. Ad- 
ditional courses were added to teach business fundamentals. 

A file card was made for each student. This system was 
initiated three yearsago. Competencies a8 well as personal 
traits were listed. 

The school needed a placement bureau. A commercial informa- 
tion questionnaire was sent to all graduates of the past four 
years. 

The following questions were asked: Name of student, address, 
phone, present employer, whether or not he liked his position, 
salary expected and type of position interested in. Students 
made personal visits and their response was enthusiastic, 

It was also discovered that some of the graduates working 
in offices were doing inferior work. These same people would 
probably make outstanding sales people. This information was 
tabulated on manila folders and checked with the file cards. 

The graduate file was divided into four sections: 

1. Unemployed. 

2. Employed but not satisfied. 

5. Employed and satisfied. 


4. Those attending colleges, nurses training or trade 
schools. 
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Employers were contacted to find out if the graduates met 
their standards. Businessmen were asked to rate the following 
characteristics either high, medium, or low: efficiency, courtesy, 
dependability, initiative, appearance, honesty, cooperation, 
personality, and loyalty. They were asked to name deficiencies. 

One hundred and fifty-five questionnaires were sent, and 
112 were received from employers. The results were divided 
into two sectionse 

Those engaged in sales work were rated high in loyalty, 
honesty, dependability, and courtesy. The office group were 
found to be more courteous, dependable, and loyal. They are 
trying to find ways to overcome difficulties that graduates 
have in positions. Employees should be more interested in 
their work. 

There should be a closer co-operation between business and 
school in order that we will be able to send to business offices 
graduates with excellent personal and efficient work habits. 

A good public relations program would be established through 
a strong placement and follow-up service. This service would 
bridge the gap that exists between educators and employers. 

Mr. Re. Ve Perry wrote an article on cumulative follow-up 
studies of 1,100 Allen High School Graduates. It is entitled, 
“after Graduation What?" 


: Perry, Re V. “After Graduation What?" Balance Sheet, 
May, 193, PP. 400-403. ipa ce 
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An eighty per cent return was received on the questionnaires. 
The questionnaire sought specifically to finds 

1. The length of time graduates lose through unemployment 
before initial placement. 

2. The type of work these inexperienced graduates do on 
their first jobs. 

Se Whether or not the skills necessary for their first 
positions are learned in school or on the job. 

4. If the degree of skill obtained in school is commensu- 
rate with the needs of their first jobs. 

5. Whether or not the present course prepares graduates 
adequately for the positions to which they are called 
as measured by their stability. | 

6. The percentage of graduates engaged in occupations for 
which Allen training is of little or no value. 

7. The stability of the graduates of Allen High School as 
measured by tenure. 

8. The ability of the graduates of Allen High School as 
measured by promotion. 

9. What percentage of the graduates of Allen High School 
take extension courses after leaving high school for 
reeducational purposes. 

10. Whether or not in the light of their experiences, these 
young workers consider that there is a need for changing 


the present course of study, and if so, in what respects. 
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was found that: 


Graduates of the four-year commercial high school course 


of the Allen High School are placed sooner and more success=- 


fully than the academic graduates who take a post-graduate 
course in order to get the skills. Usually a month is 
lost before they are employed. 

Placement information reveals the types of work done 

on the first job. Stenography, typing, bookkeeping, 
retail selling and filing. 

The skills which are needed but not acquired in high 
school are as follows: Bookkeeping machine operation, 
telephone switchboard practice, accounting or finance, 
business etiquette, personality training, and credit work. 
The degree of skill is commensurate with that required 

on the job. 

It is adequate to promote stability. 

Less than one per cent of returns showed that graduates 
were engaged in occupations for which Allen training was 
of little or no value. 

The stability of Allen graduates as determined by tenure 


is more than encouraging. 
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8. It was concluded that employers are satisfied with the 
personalities and intelligence of these graduates but 


nothing was mentioned about promotions. 


9. There is very little extension work done other than in 


cultural subjects of a semi-social nature. 
10. Suggestions were as follows; 


1. More timed transcription. 

2 Build vocabularies for students. 

3. Compose letters at the typewriter. 

4. Establish classes in personality development. 

5S. Offer college preparatory courses so that graduates 
may enter Tulane University or other colleges. 

Private business schools through their close co-operation 
with the businessmen of a community have employed actual busi- 
ness requirements in their course content. However, their contact 
with all businessmen is impossible. A follow-up or community 
survey will help them know exactly what is being used on the job. 

The findings of these surveys should be used to adapt the 
business curriculum to the needs of the community. A curriculum 
should be designed to meet these needs. 

Mrs. Ge A. Carlson conducted such a survey in 1946. Research 
was conducted on the reactions of selected businessmen relative 


to the employability of high school business course graduates. 
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The reactions which a selected group of businessmen possessed 
relative to the employability of high school business course 
graduates were irseaveres.* 

This study was limited to business graduates in stenographic 
and clerical positions throughout the United States. Personal 
interviews were held with twenty representative employers to 
ascertain business requirements in the local Boston and Worcester 
area. First-hand information was obtained from observing the 
work carried on inthe stenographic and filing departments, the 
Office Manager's office, and in a few instances, in the account- 
ing and transcribing departments. A questionnaire-letter was 
sent to forty-three representative business firms in various 
sections of the United States. An attempt was made to reach 
both large and small representative firms throughout the United 
States, from Massachusetts to California, and from Michigan to 
Alabama. The number of office employees ranged from two employees 
in the smallest office to fourteen thousand in the largest companies. 
Those included may be classified as follows: Manufacturing; 
Wholesale and Retail Trade; Finance, Insurance, and Real Estate; 
Transportation, Communication, and other Public Utilities; and 


Services. 


+ Carlson, G. A.~ Reactions of Selected (60) Businessmen Relative 
to the Employability of High School Business Course Graduates. 
Unpublished Ed.M. Thesis. Boston University School of Education, 
1946. 
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It was concluded that businessmen in general are willing 
and eager to cooperate with the high schools in the business 
training of the students. There wis complete agreement among 
businessmen as to the necessity for the school to develop well- 
integrated personalities as well as job competencies in their 
studies. Business manners or deportment are listed in the order 
of their importance, as summarized from replies given by these 
businessmen. 


1. Sense of responsibility. 
2. Courtesy. 
5S. Office Manners. 


4. Attitude toward work. 

5- Less confidence in their own importance. 

6. A greater desire to work and earn advancement. 

A better system of selection must be devised in the high 
school business course to prevent the generally admitted 25 
per cent mortality in shorthand alone. There was general 
unanimous agreement that schools are successfully developing 
speed proficiency in business subjects, but accuracy and neat- 
ness should be prime objectives. The teacher's personality and 
competency are all important in developing proper business atti- 
tudes; therefore, teachers should seek to establish business 


standards in their teaching insofar as possible. 
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Also it was suggested that there be a more careful selection 
of students for the business course. The progressive teacher 
should plan work in terms of units of pupil growth, instead of 
in subjects and ground to be covered. Integrate and unify 
business courses into office experience, and delay until the 
last two years specialized vocational training. There should be 
in-service training for teachers to keep in touch with constantly 
changing requirements of business. There should be a closer co- 
operation with business. Modify the business curriculum to meet 
local business requirements. There should be more thorough 
guidance and follow-up for the business course student. There 
should be co-operative part-time education and in-service 


training for employees. 
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CHAPTER III 
PROCEDURES USED IN GATHERING DATA 

The E Private Business School is one of the oldest schools 
of its type in the United States. In order to understand the 
procedure used in gathering data for this follow-up study, a 
little information pertaining to the school should be given. 

This school usually has about 85 per cent women and 15 per cent 
men students. Emphasis is placed on the various skill subjects 
such as, shorthand, typewriting, machine operation. In all cur- 
ricula, students are given a thorough knowledge of the basic 
principles of English grammar, business arithmetic, business law, 
spelling, word study, filing, business correspondence, and type- 
writing. 

All students in the secretarial curriculum are required to 
take a course in bookkeeping. 

The stenographic curriculum requires no bookkeeping. 

The accounting curriculum consists of all phases of account- 
ing up through income taxes and cost. 

Women students are encouraged to take the secretarial curri- 
culum so that they will be prepared to work in an office of any 
size and will be able to handle all duties required. Some men 
major in the secretarial curriculum and have obtained excellent 
positions upon graduation. 


Some of the women students who are not adept at figures pur- 
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sue the stenographic curriculum. The men generally major in the 
accounting program. 

Students are admitted to this school once a year. It has 
been found that better results can be obtained by having all stu- 
dents start classes on the same date. 

This school maintains high standards and requires a minimum 
speed of 120 words a minute in shorthand for a two weeks! period 
with five or fewer errors. Fifty words per minute is required 
on a@ 15-minute typewriting test with not more than five errors. 
These requirements are a mst before a diploma can be granted. 
Because of the excellent instruction given, several students have 
built up a speed of 160 words a minute in shorthand and 90 words 
a minute in typewriting. 

Many students acquire a high degree of proficiency in 10 
months and request to be placed. Hundreds of former students 
have passed civil service exams with high ratings. They are as- 
signed work in Boston or Washington, 

It was necessary to examine three thousand personal record 
cards. These cards consisted of day and night school students 
for the past ten years. The day school cards were separated from 
the night school cards. It was found that 1,000 of these cards 
were day school students and 900 attended day school for a period 
of ten months or more. Eighty-five per cent of these former stu- 


dents are girls who took either the secretarial or stenographic 
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curricula. The other 15 per cent consisted of men students. 
Approximately 4 per cent took the secretarial and Li per 
cent pursued the accounting curriculum. From these 900 cards, 
200 were selected at random. Twenty were selected from each 
year for the past ten years. One hundred and fifty-five girls 


ana 45 men were chosen as a basis for this follow-up study. 


The information from this follow-up study was obtained in 


the following manner: 


1. A master list was made from the records of former 
students. It consisted of the former student's name, 
address, and telephone number. 


2. A letter (see page 43) and questionnaire (see pages 
44-45-46) were sent to 200 full time day students 
who attended the E Private Business School for 
10 months or more. These students were selected at 
random from the last ten years. They consisted of 
155 girls and 45 boys. 


3. A telephone call was made to two former students who 
didn't return the questionnaire within two weeks. 


4. A personal visit was made to two former students in 
order to see the reaction from a personal visit. 


De Two weeks later a second letter of transmittal and 
questionnaire were sent out. See page 47. 

Letters of transmittal explaining the purpose of the survey 
and questionnaires were mimeographed and a copy was presented to 
the professor in charge of the seminar class at Boston Univer=- 
sity School of Education. On the basis of his suggestions a re- 


vised questionnaire was prepared. 
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L-E-T-T-E-R 


February 20, 1948 


Dear Miss Blank: 


I am working for my master of education degree at Boston 
University. I have selected for my master's thesis a follow-up 
study of two hundred former students of the E Business School. 


You have been selected and your co-operation will be neces- 
sary to complete this survey successfully. 


I shall be very pleased if you will answer the enclosed 
questionnaire and return it within a day or two. If you have 
trouble in answering these questions just give an estimate and 
if additional room is necessary use the back of the paper. In 
the event that you are married or going to college and no longer 
working, will you give me the information relative to your last 
position. 


With your help, I will be able to evaluate the subject mat- 
ter given at this institution and suggest any necessary changes 
in course content. This survey will help the present and future 
students of this school in meeting the demands of business and 
government employment. 


No names will be required in this study so feel free to com 


ment. A stamped, self-addressed envelope is enclosed for your 
convenience. 


Thank you, 


Reginald H. Quinn (Signed 
ie gned ) 


Enclosures: 

(1) Letter 

(2) Questionnaire 

(3) Stamped, self-addressed envelope 
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QUESTIONNAIRE 


Through what source did you receive your initial position 

after attending the E Business School? Example: (1) The 

E Business School's Placement Office. (2) A friend and so 
forth. 


(Specify) 


A. What is your present occupation? (Check) 


Secretary » Clerk » Bookkeeper » Machine Operator ’ 
Stenographer » Married and at home » Student 3 
Office Manager P 


B. If other than the above then specify 


List all positions held since leaving the E Business School. 


Employer's Dates of Occupa- Hours Specific Reason 
Name and Employment tion per Duties for 
City Week Pay leaving 


(If additional space is required, please use the back of 


this sheet). 


In regard to your present position, please answer the ques-~ 

tions that follow. Sia the percentage of time spent on 

various jobs. 0% to 100% of each day. 

A. How much time is spent each day in doing bookkeeping 
work? 

B. Do you actually make monthly financial statements (Profit 
and Loss Statement and Balance Sheet?) 


C. Do you believe that the bookkeeping you learned at the 
E Business School is practical or too theoretical? 
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Should any additional material be added or subtracted 
from the bookkeeping or accounting course that you took 
while at the E Business School? 


(Specify) 
Do you feel that the use of actual business papers in 
connection with practice sets would help you on the job? 


If you are keeping a set of books by Single entry, did 
you have any trouble in adapting yourself to this system? 


Is it necessary for you to perform any bookkeeping or ac- 
counting duties that were not taught to you while at the 
E Business School? 


(Specify) 
Do you close the books or does an accountant come in to 
do this? 
How mach time is spent each day in doing shorthand? 
(0%-100%) 
Average rate of dictator's speed in your office? (Check 
the nearest) 
__80 wepem _ 100 wep.m _ 120 wep.om. _ 140 wep.m. 
« pek GO WePelMe 
Average length of dictation time? (Fill in) minutes. 
What speed in transcription is required on the job? 
WeDelMe 
Do you take conference or meeting reports in shorthand? 


(Specify) 
In what way has the court reporting and Legal work been 
helpful? (Specify) 
How mich time is spent each day in typewriting? 
(0%-100%) 
How much time is spent in each of the following activi- 
ties? 


Composing own letters 

Letters dictated to typewriter 

Cutting stencils 

Transcribing shorthand notes 

Rough draft 

Filling in forms 

Statistical typing 

Composing answers to letters at the machine 

Transcribing machine (Specify 
machine used) 

Other activities (Specify) 
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Q. What speed in typewriting do you feel is necessary on. 
the job? WePele 
R. Is there an Blectromatic Typewriter used in your office? 


S. Do you reel that sufficient time is spent in statistical 
typing at the E Business School? 


What percentage of time is spent on office machine work each 
day? (0%-100%) 
A. How mich time on each of the following machines: 
(0%-100%) 
1. Comptometer 2. Ediphone 
3. Dictaphone 4. Sundstrand Calculator 
5. Duplicating Work 6. shee hn a Machine 
Make? 


7. Other types 


In what way could specific training in telephone technique 
help you? (Specify) 


Could you suggest improvements for the Business English 
Course? 


How much time is spent each day in filing? (0%-100%) 
A. Check the type used in your present position. 
1. Alphabetic 2. Geographic. 35. Numeric 4. Subject _ 
5. Soundex__ 6. Other type 


What additional subject matter could this school give which 
would be helpful on the job? Please be frank! 


(Specify) 


Are there any higher positions that you could be holding if 
you had some additional training to advance in your present 
position? (Specify) 


Have you any additional comment on the E Business School? 


Did you attend any other school since leaving the E Business 
School? (Specify) 


Would you be interested in participating in an active alumni 
club of the E Business School? 
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Mareh 5, 1948 


Dear Mary: 

Have you ever needed help desperately? I need your as-~ 
sistance and know you won't let me down. Thirty-three per cent 
of my questionnaires were filled out and returned. A seventy 
per cent return is necessary in order to make my study valid. 

I need your cooperation in order to complete this study success- 
fully and receive my master of education degree. 

It will take only three minutes of your day to fill out this 
questionnaire and will help me a great deal. A stamped, self-ad- 
dressed envelope is enclosed for your convenience, 

If you think the item on pay is too personal, then omit it; 
but please give me a complete answer on the other items. I need 
this information by March 9. 

No names will be used in this study. If you have already 
answered my request, then disregard this urgent appeal. Thank 
you for your help in this matter. May I hear from you soon. 


Sincerely, 


(Signed) 


~~ 


-ef tuoy been I redntesegat Ther ie - 


a be id 1 
tneo teq semis-7s otWob om od ; t} cs 
ie 2m ia: 


ytasvea A .bemrutet bre to sie aa yee \ 


ebilsv ybide ya ovem ot tobt0 | + | 
~gecooue bide eidt otelquoo of webrT0 a te 19G009 

.eetgeb noltsoube to eich: ym Ceasar on 

etrt duo II[Lt of y~eab wWwoy To getvain sould iso wad [iw 3 : a 
-bs-tfoe ,bequste A .Lseb tse 8 em <a ontenmonieeup | 
.conelmevaco “twee ToT besoisite et } agorevse ‘beeeoth 
t$l ¢imo sont .{anornteq cot et yeq ao medi eft ae kald 20% NT a 
boon I .amecdt terito edt ac tewens otelqnoo 8 ou ovig oesola tod , vA 
-@ dorall Yd dolvamrotat ett 


r 


ebsetls eved voy tI .¥bute etre nat boas ed ritw. e omiect on na 
sinadt .Leeaqqs Joogiw std? brsgetelb neds ,seeupet wt bovowens 3 
.mooe yoy mort taed I yal .tettam eld at qfori <g0Y TOT Oy 


.vieteontsé 


(bengt2) 


48 

On February 20, 1948 a letter of transmittal, (see page 
43) the revised questionnaire (see pages 44-45-46) and a stamped, 
self-addressed envelope were mailed to two hundred former stu- 
dents. 

These former students of the E Private Business School were 
asked to fill out the questionnaire and return it in a day or 
two. No signature was required on the questionnaire. It was 
thought that the former students would be frank if no signature 
was required. 

Two former students who did not return the questionnaire 
within 2 weeks were contacted by telephone. A visit to 2 former 
students! homes was arranged at that time. 

It was thought that a more valid reply would be received by 
sending out a new letter of transmittal with the same question- 
naire, 

On March 5, 1948, a second letter of transmittal (page 47) 
and the same questionnaire were mailed to the former students. 

Each former student was asked through what source they ob- 
tained their initial position. In this way it was possible to 
ascertain the effectiveness of the E Private Business School'ts 
Placement Office. 

It was interesting to note the present occupations held by 
former students. A number of students were married or attending 


college and not working in business offices. One man was a 
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Gairy clerk. 

In order to obtain the names and locations of employers of 
former students of the E Private Business School, a series of 
questions were asked. The students were required to list all 
positions held since leaving the E Private Business School. 
Specific questions relative to occupations held, hours and pay 
each week, specific duties and reasons for leaving were asked. 
This data will help evaluate the curricula on 4a practical basis 
and changes can be made where necessary. 

All secretarial and accounting students are required to take 
two or more hours of bookkeeping and accounting each day. The 
length of time spent depends on their major. The former students 
were asked how mch time each day was devoted to bookkeeping. 
They were asked if they actually made out financial statements. 
These questions were asked so that more or less time could be 
spent on this phase of the work. Students were asked for sugges- 
tions relative to course content. The former students were asked 
if they had any trouble adapting themselves to a single entry set 
of books. The single entry setup is discussed and several prob- 
lems worked using this type of book. Additional instruction 
could be given in this phase of bookkeeping work if it were 
needed. Students were asked if they closed their own books or if 
somebody else came in and did this. This question was asked so 


it could be ascertained whether more emphasis is necessary on this 
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phase of the curricula. 

Since the secretarial students spend most of their time in 
learning shorthand and typewriting, several questions were asked 
in this area. The students were asked the average dictator's 
speed in their office. These students were required to take 
dictation at 120 words per mimute for a two weeks! period with 
five or fewer errors before they received their diplomas. Sev- 
eral students exceeded this score, getting up to 140 to 170 
words per minute. If on the job over 120 words per minute are 
necessary then the school can raise its standards in this course. 
The students mst be able to transcribe at the rate of 40 words 
per mimite on the typewriter from their shorthand notes. They 
were asked what speed is required in transcription on the job. 
The answer to this question will help to evaluate the standards 
required at the E Private Business School. In order to determine 
the importance of training students in court reporting and legal 
work the following question was asked: 


In what way has the court reporting 
and legal work been helpful? 


Students at this school go to actual court meetings and get real 
practical experience in taking down testimony. | 

To determine how mich time is devoted to typewriting each 
day and allied material, several questions were asked. ‘The stu- 


dents were asked to list the percentage of each day spent in 
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typewriting, filling in forms, statistical typing, cutting sten- 
cils, composing their own letters and other activities. The 
element of speed was brought up, also if an Electromatic Type- 
writer is used in their office. The former students were asked 
4f sufficient time is spent on statistical typewriting at the 
E Private Business School. 

In order to evaluate the effectiveness of the office machine 
course, the students were asked to check the machines used in 
their offices. They were asked to list the percentage of time 
spent in doing this type of work. 

The battery technique is used in teaching the comptometer 
and the rotation method is used on all other machines at the E 
Private Business School. 

The former students were asked to check the types of filing 
used in their offices and the time spent in filing each day. 

Good telephone technique is a mst in any office. The for- 
mer students were given training in this phase of office pro- 
cedure. They were asked in what way could specific training in 
telephone technique help them. 

Business English is given each day at this school. It con- 
sists of English grammar, spelling, and business correspondence, 
In order to evaluate this course, a specific question was asked. 

Could you suggest improvements for the 


Business English course? Please be frank! 
Are there any higher positions that you 
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could be holding if you had some addi- 

tional training to advance in your 

present position? 
These two questions were asked in order that additional subject 
matter could be included in the day school curricula to help 
the present students. The answers received from this question 
could also be used to set up new courses in the evening school 
to help former students progress on their jobs. 

The students were asked to list any other school attended 
since leaving the E Business School. It is to be expected that 
Ex-G.I.'s will take advantage of the G. I. Bill of Rights. 

In one of the final questions the students were asked to 
give any additional comment on the E Business School. There are 
no names required in this study so former students felt free to 
comment. 

The last question will be very helpful in re-organizing an 
active alumni club. This club became defunct during the war 
years. In this type of school an active alumni club is necessary 
in order to give continuous guidance, and help the student to 


proceed to exceed those who have succeeded. 
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CHAPTER IV 
RESULTS OF SURVEY 

In the following tables a summary of the results of the 
questionnaires, telephone calls, and personal interviews is at- 
tempted. There is no separation of the three methods used in 
gathering this data. 

Two hundred questionnaires were sent out. A return of 138 
replies or 69.0 per cent were received. Two weeks after the 
first questionnaire and letter of transmittal were sent out, 66 
replies or 33 per cent returns were received. The follow-up by 
telephone was interesting. Former students made all kinds of ex- 
cuses for not answering the first Ais ea ehhwie’s . A visit to two 
former students' homes was made. 

It was determined that a more valid evaluation would be given 

by former students on their own volition. It was decided that a 
second letter of transmittal and questionnaire would be sent out. 

A letter appealing to the former students personally proved 
to be very effective. See page 47 for the second letter of trans- 
mittal. This follow-up method brought in 72 more returns or 36 
per cent, bringing the total percentage up to 69.0 per cent. The 


follow-up method was necessary in order to increase the number of 


returns. 
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TABLE I 
NUMBER AND PER CENT OF REPLIES RECEIVED 


Number of Number of 
Questionnaires Replies Per Cent 
Sent Received Returned 


It was interesting to note from Table II that 70 or 50.8 
per cent of the former students received their initial positions 
from the E Business School Placement Service. See Table Es 
page 55. Thirty-six or 26.2 per cent of the former students re- 
ceived their initial position through passing a Civil Service 
examination, 

The E Business School conducted a special course in prepara- 
tion for Federal and State Civil Service examinations. This 
course was given without charge to the day students. 

It was assumed that those receiving appointments to Civil Sere 
vice were placed through the direct efforts of the E Business 
School. This amounts to a total placement of 106 or 77.0 per cent 
of the former students who attended the E Business School. The 
placement service of this school has been very active. 

It was interesting to note that 11 or 7.9 per cent of the 
former students received their initial positions through friends 


who knew of vacancies or people wham they knew in the respective 
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TABLE II 


METHOD OF OBTAINING INITIAL POSITION 


Method Total Number 


E Private Business 
School Placement Service 


Civil Service Examination 


A Friend 


Applied Themselves 


Enlisted or Drafted 
into the Service 
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companies. Only 6.5 per cent stated that they had received em- 
ployment on their own. Three or 2.2 per cent of the former 
students received their first positions through employment 
agencies. Two former students or 1.5 per cent received their 
positions through family connections. Two people or 1.5 per 
cent received their initial employment through answering a news- 
paper ad. Five former students or 3.6 per cent entered the 
service after completing school. 

From a total of 158 people, 93 or 67.3 per cent were em=- 
ployed at the present time in business. See Table III, page 57. 
Twenty-eight or 20.5 per cent were married and living at home. 
Twelve or 8.8 per cent of the former students were going to 
school. Ten were veterans taking advantage of the G. I. Bill. 
One girl was going to Dramatic School and another was studying 
to become a public accountant. Two or 1.5 per cent were un- 
employed because of illness and a feeble parent. One or .7 
per cent was employed but not in business. He was a Dairy Clerk. 
One girl was at home because of choice. One man was a high 
school teacher. 

Two or 1.5 per cent of the former students were Vice Consuls 
with the State Department. See Table IV, page 59. One man was 
located in London, England. The second Vice Consul was connected 
with the Damascus, Syria Office. Two former students were listed 


as office managers. One was in charge of the office of a large 
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TABLE III 
DISTRIBUTION OF PRESENT OCCUPATIONS 


ret Number Per Cent of 
Present Occupation Employed Total Number 


[Married and at Home | 8B 0 
ecepeeenee ee SN OF 57) Per Cogs ot Spe ToranS eee 


Se) i re a ae ae 


oil company, while the other was in charge of an office ina 
large store. Two persons or 1.5 per cent were doing cost ac- 
counting work. A former student was listed as Chief Clerk, 
Veterans Administration in the State of New Hampshire. He was 
supervisor of 22 employees. 

It was interesting to note from Table IV that 1 former stu- 
dent was listed as a Hearing Reporter for the U. S. Immigration 
and Naturalization Department. Twenty-one or 15.2 per cent of 
the people were listed as secretaries. Fifteen or 10.9 per cent 
were stenographers. There were 16 Clerk-Typists listed or 11.6 
per cent of the total former students who reported. 

Also of interest is the fact that l girl was listed as a 
Payroll Clerk. She was employed in the office of a large manu- 
facturing concern. A young lady was classified as a Senior 


Clerk-Interviewer. One person or .7 per cent of the former stu- 
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dents was listed as an Assistant Treasurer for a Coal Company. 
Nine or 6.5 per cent of the people were classified as Bookkeepers. 
Twenty-eight or 20.3 per cent of the former students were married 
and at home. Twelve or 8.8 per cent were listed as students. 
Only three or 2.1 per cent of the former students were listed as 
machine operators. One man or .7 per cent of the former students 
was classified as a Route Manager. He was working for the Coca 
Cola Company. One former student was working in Hollywood, 
California, in the Men's Wardrobe Department for the various Mo- 
tion Picture Studios. One man or .7 per cent of the former stu- 
dents was working as a Property and Supply Clerk of the U. S. 
Office of Naval Research. One man was listed as doing Payroll 
and Insurance work. One person was listed as a Production Plan- 
ner and was working for a large concern in California. One young 
lady or .7 per cent of the former students was listed as a Bill- 
ing Clerk. Another young lady had an interesting position as a 
Supervisor of a Female Reformatory Office. A former student or 
«7 per cent of the total, was listed as doing tariff and claims 
work for a transportation company. Four persons or 3.0 were 
listed as Accountants. There was only one girl who was doing 
general office work. She made appointments, took dictation, 
filed, and answered the telephone. 

It was interesting to note that one young man was classified 


as a Freight and Traffic Manager Trainee. He worked in the office 
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TABLE IV 
PRESENT OCCUPATION DISTRIBUTION 
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and was given this opportunity for promotion. One or .7 per 
cent of the former pupils was listed as a Unit Caretaker and 
Supervisor. Two or 1.5 per cent of the former students were 
unemployed because of illness. One or .7 per cent of the 
former students was at home because of choice. One person or 
-7 per cent was a Bank Clerk. One girl was a Senior Auditor 
for American Graves in Germany. One man or .7 per cent was 
listed as a High School Teacher. Also one man was listed as 
a Dairy Clerk. 

It was interesting to note as listed on Table V that 6 or 
15.58 per cent of the former students were engaged 100 per cent 
of the day in doing bookkeeping or accounting work. See Table 
V, page 61. One man out of 59 former students was doing public 
accounting work. 

Two former students were doing cost accounting work. One 
for a large printing firm, another with the Federal Government 
in the Canal Zone, Panama. 

The time spent in this activity ranged from 3 per cent a 
day up to 100 per cent. 

The course in income taxes had supplemented the salaries 
of those engaged in bookkeeping and accounting work. Many 
reported that they earned additional money by figuring income 


tax returns for individuals. 
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TABLE V 
DISTRIBUTION OF TIME SPENT IN BOOKKEEPING OR ACCOUNTING WORK 


Total Per cent 
of Number 
Reporting 


Per cent 


Number of People Reporting of Time 
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According to Table VI, it was found that 20 or 51.3 per 
cent of the former students engaged in bookkeeping or account- 
ing work made up financial statements. See Table VI, page 65. 

Thirty-six or 92.3 per cent believed that the course given 
at the E Business School is practical. Twenty-seven or 71.1 
per cent of the former students believed that nothing should be 
added or subtracted from the course. Eleven or 28.9 per cent 
suggested a few improvements. These wre: a course in Auditing, 
more time devoted to the subject, more theory on the Social 
Security Law, more time on short cuts in figuring. 

Thirty-three or 84.6 per cent of the former students felt 
that the use of actual business papers in connection with the 
practice sets would have helped them on the job. 

Twenty = or 100 per cent of those who answered question 5, 
believed they could easily adapt themselves to a single entry 
system of bookkeeping if necessary. 

Twenty-six former students or 97.4 per cent agreed that it 
wasn't necessary for them to perform any bookkeeping or account- 
ing duties that were not taught to them while at the E Business 
School. 


Twenty or 51.4 per cent of the former students closed their 


own books, 
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TABLE VI 
DISTRIBUTION OF ANSWERS TO SEVEN QUESTIONS ASKED 


Do you make monthly finan 
cial statements, Profit 
and Loss and Balance 
Sheets? 


Do you believe that the 
bookkeeping learned at 
the E Business School is 
practical or too theo- 
retical? 


Should any additional 
material be added or sub- 
tracted from the book- 
keeping or accounting 
course that you took 
while at the E Business 
School? 


Do you believe that the 
use of actual business 
papers in connection 
with practice sets would 
help you on the job? 


If you are keeping a set 
of books by single entry, 
did you have any trouble 
in adapting yourself to 
this system? 
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TABLE VI (Cont'd) 
DISTRIBUTION OF ANSWERS TO SEVEN QUESTIONS ASKED 


PER CENT OF 


6. Is it necessary for yo 
to perform any book- 
keeping or accounting 
duties that were not 
taught to you while at 

the E Business School? 


7. Do you close the books 
or does an accountant 
come in to do this? 


From Table VII it can be seen that 61 former students 


used their shorthand each day. See Table VII, page 65. One 
student or 1.64 per cent devoted 60 per cent of the day to 
taking dictation. Thirteen or 21.31 per cent of the former stu- 
dents took shorthand 25 per cent of the day. This is the mode 
or most popular percentage of time spent from the entire group 
of 61 former students reporting to this question. The time 
spent in this activity ranged from 1 per cent to 60 per cent 
of each day. 

It was interesting to note from Table VIII, that 70 former 
students answered this question. Nine students who took short- 


hand didn't answer the preceding question relative to estimated 
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TABLE VII 
DISTRIBUTION OF TIME SPENT IN DICTATION 


Cant Total Per Cent 
rae BPs of People 
q ime Reporting 


Total 61 
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66 
percentage of time spent in this area. The speeds in words per 
minute required on the job ranged from 80 up to 180 words a min- 
ute. See Table VIII, Page 67. Twenty-seven former students or 
38.6 per cent reported a required speed of 100 words per minute 
on the job. 

Twenty or 28.6 per cent former students reported 120 words a 
minute being required on the job. Hight or 11.4 per cent reported 
140 words a minute as being the necessary speed in their present 
positions. Two men or 2.9 per cent reported a required speed of 
160 words a minute. One of these men was a hearing stenographer 
for the U. S. Immigration and Naturalization Department. The sec- 
ond man was a Vice Consul with the State Department in London, 
England. One man or 1.4 per cent reported a required speed of 
180 words a minute as necessary on his job. He was Vice Consul 
in Damascus, Syria. One former student who reads and writes 
French takes shorthand at 120 words a minute. She learned her 
shorthand so thoroughly while attending the E Business School 
that she was able to take French dictation at 100 words a minute 
while working for the French Govermment in Washington, D. C. 

According to Table IX, the average length of dictation in 
intervals of minutes ranged from 1 to 240. See Table IX, page 67%, 
Two former students or 3.28 per cent took shorthand for 240 min- 
utes. The most frequent interval is 30 minutes with 12 former 


students participating or 19.66 per cent. Eleven or 18.03 per 


67 
TABLE VIII 
AVERAGE RATE OF DICTATOR'S SPEED 


Number of Total 
Rate of Dictation People oe Cent 
Performing 
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cent of the former students took dictation for 60 minutes. Only 
one person took shorthand for a period of a minute or less. 


TABLE IX 


AVERAGE LENGTH OF DICTATION INTERVALS IN MINUTES 


Number of 
Length of Interval People Per Cent 
Performing 
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From Table X it can be seen that 9 former students or 21.43 


per cent were not required to have any specific speed in trans- 
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68 
scription. One or 2.38 per cent of the former students were re- 
quired to transcribe at 30 words per minute. Twelve or 28.57 per 
cent at 40 words a minute and 16 or 38.10 per cent at 50 words a 
minute. Four persons reported that a speed of 60 words was neces- 
sary on their job. Out of 70 reporting, the use of shorthand only, 
42 responded to this question. 
TABLE X 
DISTRIBUTION OF SPEED IN TRANSCRIPTION REQUIRED ON THE JOB 


Number of People 


Se a 
No Specific Speed 


It was interesting to note from Table XI that 32 or 51.6 per 
cent of the former students reported that they didn't take con- 
ference or meeting reports in shorthand. Sixty-two former students 
answered this question. 

Forty or 75.5 per cent of the former students who used shorte- 
hand reported that the court reporting was helpful to them on the 
job. Some of the answers given are as follows: 

"It helped me while I was in the service," 
"Helped me set up court testimony." 
"Gave me a good legal vocabulary." 
"Gave me confidence when I was required 

to take dictation from more than one 
person at a time." 


Fifty-three students answered this question. 
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TABLE XI 
DISTRIBUTION OF ANSWERS TO TWO QUESTIONS REGARDING SHORTHAND 


Per Cent of 
Questions Answers Total Answers 
| Yes | 
1. Do you take conference o 


meeting reports in short 
hand? 


In what way has the 
court reporting and 
legal work been help- 
ful? 


It was interesting to note that one man oF 1.00 per cent 
of the former students spent his entire day in typing. See 
Table X¥I, Page 70. He was working for the Federal Government 
with the Vehicle Control Section. He filled in forms with an 
itemized list of repairs to be performed on all vehicles. He 
also typed correspondence notifying organizations when repairs 
were completed. 

Nineteen or 19 per cent of those participating in this 
activity reported spending 50 per cent of each day doing typing 
work, It was also interesting to note on Table XII that 10 or 
10 per cent spent 25 per cent of their working day in this acti- 
vity. One man or 1 per cent of the former students reported 
spending only 1 per cent of the day in doing typing work. He 


is an accountant. 
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TABLE XII 
DISTRIDTION OF TIME SPENT IN TYPEWRITING 
Number of 


People Per Cent of Time Total Per Cent 
Reporting 


In Table XIII, the average percentage of time spent in each 
activity was figured. See Table XIII, page 71. 

Fifty-eight persons spent an average of 10.66 per cent of 
their day in composing their own letters at the typewriter, 

Fifty-one persons spent an average of 20.03 per cent of 
their day in transcribing shorthand notes, 


Thirty-two former students spent an average of 5.72 per cent 


of their day in cutting stencils. 
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Sixteen persons spent an average of 5.87 per cent of their 
day in typing from rough copy. 

Thirty-five people spent an average of 11.20 per cent of 
their working day doing statistical typing. 

Twenty-three persons composed answers to letters at the type- 
writer, An average of 11.56 per cent of their day was devoted to 
this activity. No former student filled in the section on trans- 
cribing machine. 

Twenty-seven former students spent an average of 7.40 per 
cent of their day in typing letters dictated to the typewriter. 
Forty-three persons spent an average of 14.58 per cent of their 
day in filling in forms on the typewriter. 


TABLE XIII 


DISTRIBUTION OF THE AVERAGE SPECIFIC ACTIVITIES IN TYPEWRITING 
BASED ON THOSE PERFORMING THIS ACTIVITY 


Number of Average Pere 
People Report-| centage of 
ing time spent 
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Transcribing shorthand notes 
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Other activities listed consisted of the following: Making 


in forms 


appointments, sorting and arranging mail, using the Ediphone, 


supervising the work of employees, interviewing applicants, making 
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bank deposits and preparing statistical material. 

According to Table XIV, 1 person or 1.00 per cent of the 
former students felt that a speed of 85 words a minute was nec- 
essary on the job. Nineteen or 19 per cent thought that 60 words 
a minute was necessary. Thirty-six or 36 per cent felt that 50 
words a minute was needed in the office. The speeds ranged from 
35 to 85 words a minute. One hundred former students answered 
this question. 

TABLE XIV 
DISTRIBUTION OF TYPEWRITING SPEEDS REQUIRED ON THE JOB 


SPEED IN WORDS 
A MINUTE 


75 

70 

50 
tA a tin inicl  tell 
TOTAL 


In Table XV, 91 or 91.9 per cent of the former students 


felt that sufficient time was spent on statistical typing at 
the E Business School. Ninety-nine people answered this ques» 
tion. Electromatic typewriters are used in only 18.3 per cent 
of the offices where former students are employed. One hundred 


and four persons answered this question. 
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TABLE XV 
DISTRIBUTION OF ANSWERS RECEIVED FROM FORMER STUDENTS 
WHO ANSWERED THE FOLLOWING QUESTIONS: 


Total Per Cent 


1. Do you feel that 
sufficient time is 
spent on statistical 
typing at the E Busi- 


ness School? 


Is there an Electro- 
matic Typewriter used 
in your office? 


Forty-nine of 35.5 per cent of the former students spent 

some time on office machine work. See Table XVI, Page 74. 
One person or 2.04 per cent of the former students reporting 
spent 100 per cent of the working day on office machine work. 
She used International Business Machines all day. The range 
was from 1 to 100 per cent a day. 

Eight persons or 16.35 per cent of the former students 
reporting, used office machines 10 per cent each day. 

Forty-nine former students replied that they used office 
machines each day. 

According to Table XVII, (see Page 75) the Sundstrand Cal- 
culator is used by 24 former students. This machine is used an 
average of 24 per cent of the time spent on office machine work, 

Twenty-one persons use the comptometer on an average of 


15.58 per cent of the time used on office machine work. 
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TABLE XVI 
DISTRIBUTION OF TIME SPEND ON OFFICE MACHINES 


Number of People 
Reporting 


4 
1 


ae eee 
Total 49 


The Ediphone was used by 4 persons on an average of 3.50 per 
cent of each day. The Dictaphone was used by 3 former students 
11.67 per cent of each day. Nine persons did duplicating work on 
an average of 5.34 per cent of each day. 

Seven persons used the Burroughs and 2 people used the Rem- 
ington Bookkeeping Machine an average of 27.89 per cent of each 
day. 

One former student used the Marchant Calculator on an average 
of 10 per cent each day. 

Three persons used the Friden Calculator an average of 15.67 


per cent each day. 
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The Monroe Adding Machine was used by one person 40 per cent 
of each day. 

An adding machine (no name given) was reported as used by 2 
persons for an average of 5 per cent each day. | 

One person reported using the Burroughs Adding Machine on the 
average of 40 per cent each day. 

The Allen Wales Adding Machine was reported by one student as 
being used in his office on the average of 15 per cent each day. 

One former student used the Sundstrand Adding Machine on the 
average of 75 per cent each day. 

Many of the employees performed more than one type of activity. 
For this reason any totaling of the figures would be meaningless. 


TABLE XVII 


DISTRIBUTION OF AVERAGE PERCENTAGE OF TIME SPENT ON THE 
DIFFERENT OFFICE MACHINES 


ge 
Machines Used People 
Reporting 


Bookkeeping Machine 
Burroughs /Remington 
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It is interesting to note from Table XVIII that over 48 per 
cent of the former students answering this question used some 
filing each day. See Table XVIII, Page 76. 

‘The time spent in this activity ranged from 1 to 50 per cent 
of each day. 

Twenty-one people or 31.3 per cent of the total number re- 
porting spent 5 per cent of each day in this activity. 

One person or 1.5 per cent of those reporting spent 50 per 
cent of his time in this activity. None persons or 13.4 per cent 
spent 1 per cent doing this type of work each day. 

TABLE XVIII 
DISTRIBUTION OF TIME SPENT IN FILING 


Number of People Total 
Reporting of Time Per Cent 
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As shown in Table XIX, 62 or 92.53 per cent of a total 
number participating used the Alphabetic System. Three or 4.47 
per cent of the total number participating used the Geographic 


System. Twenty-six or 38.80 per cent used the Numeric System. 
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Twenty-four or 35.82 per cent used the Subject System. One per- 
son or 1.49 per cent used the Soundex System. 
Two former students or 2.98 per cent of the total number 
participating used the Dewey Decimal System. 
Several of the former students used more than one system in 
their office. The totaling of the figures in Table XIX would 


have no meaning. 


TABLE XIX 


DISTRIBUTION OF FILING SYSTEMS USED BASED ON A TOTAL OF 
67 PERFORMING THIS ACTIVITY 


NUMBER OF PEOPLE TOTAL 
PARTICIPATING IN |pper crne 
ONE OR MORE SYSTEMS 


TYPE OF SYSTEM 


Alphabetic 


Soundex 
Dewey Decima 


Seventy-two persons or 52.1 per cent of those who answered 
the questionnaire replied to the following question: In what 
way would specific training in telephone technique help you? 

Such answers as getting more information, a good first impression 
for the business, to be able to handle irritated customers, were 


listed. 


The most important recommendations for improving the English 
Course at the E Business School are listed herewith: 


1. More work on letters of application. 
2. A course in Public Speaking. 
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3. More time spent on Business Correspondence. 
4, Additional time devoted to vocabulary building. 


The former students listed the following additional sub- 
jects to be added to the curricula at the E Business School. 
1. Business Law 
2. Economics 
35. Auditing 
4. Personal Relations 
5. Psychology 
6. More time on Business Correspondence 
7. Course on how to act during an interview 
8. More work on the bookkeeping machine 

Five former students or 3.6 per cent claimed that they 
could be holding a higher position if they had had some addi- 
tional training to advance in their present position. Three 
former students claimed a degree would help them advance on the 
government payroll. Two other students wanted specialized 
training. 

One hundred and thirty-three or 96.4 per cent of the former 
students stated that they could not be holding any higher posi- 
tion with additional education. 

Thirty-two or over 23 per cent of the former students re~ 
ported taking additional part or full time courses. Twelve or 
approximately 9 per cent are working full time towards a degree. 
The other 20 or about 14 per cent are taking courses ina 
specialized area. They are taking such courses as, law, psy- 


chology, sewing, either for college credit or knowledge alone. 


Almost everyone was more than satisfied with his education 
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at the E Business School. Some additional suggestions are lis- 


ted as follows: 


1. Short cuts in mathematics. 

2. Training in public accounting. 
(a) Auditing 
(b) Accounting Systems 


(c) More work on State and Federal 
Income Taxes 


Approximately 60 per cent of the former students who 
answered this questionnaire said they would like to join an 
active alumni club of the E Business School. 
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CHAPTER V 


SUMMARY AND RECOMMENDATIONS 


This study was conducted to promote a closer relationship 
between course content of the curricula at the E Private Business 
School and actual demands of the businessmen and government 
agencies. Also to revise the course content if this study 
proved that such a change was necessary to meet the demands of 
the business and government agencies. 

One hundred and thirty-eight former students from a total 
of 200 answered the questionnaire that was sent out. The initial 
questionnaire that was sent out was follow-up by telephone calls, 
interviews, and a second letter of transmittal with another ques- 
tionnaire enclosed. The following conclusions have been made: 

(1) The majority of students were willing to cooperate with 
their school in a follow-up study. 

(2) Almost all the students were in complete agreement that 
the E Private Business School had prepared them to meet the de- 
mands of businessmen and government agencies. 

(3) The former students were employed in executive, secre- 
tarial, bookkeeping and accounting positions. 

(4) Twenty-eight or approximately 20 per cent of the former 
students had been married and were living at home. 

(5) Twelve students or 8.8 per cent were attending college. 


Ten of these former students were veterans and were taking advan- 
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81 
tage of the G. I. Bill of Rights. One young lady was attending 
Dramatic School. Another girl wanted to prepare for public ac- 
counting work and is taking additional courses in accounting. 

(6) Three former students are unemployed. One girl because 
of an ill mother who needed her at home. Another young lady is 
unemployed because of an operation. The third girl was at home 
because of choice. 

(7) The E Private Business School Placement Bureau has been 
very active. It has placed approximately 77.0 per cent of the 
former students for the past 10 years. 

(8) The majority of students were employed in Lowell. Boston 
was second with Washington, D. C. next. Former students were 
located from the rocky coast of Maine to the sunny shores of Cali- 
fornia. 

(9) Almost all the former students worked a 40-hour week. 

(10) The salaries ranged from $30 to $100 per week. 

(11) Approximately 28 per cent of the former students did 
bookkeeping or accounting work. 

(12) Twenty or 51.3 per cent of those doing bookkeeping or 
accounting work made up financial statements. 

(13) Thirty-six or 92.3 per cent believed that the bookkeep- 
ing and accounting course was practical at the E Business School. 

(14) About 71 per cent of the former students doing bookkeep- 
ing or accounting work stated that nothing should be added to the 
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course. 

(15) Approximately 29 per cent thought courses in auditing, 
short cuts in mathematics, more time should be devoted to ac- 
counting, and more material on government taxes should be added. 

(16) The majority or 84.6 per cent of people doing bookkeep- 
ing or accounting work felt that the use of business papers used 
in connection with the practice sets would help train pupils for 
the job. 

(17) Twenty former students answered the question relative to 
& single entry system. One hundred per cent of them agreed that 
they didn't have any trouble adapting themselves to this system 
if it were used. 

(18) Thirty-five persons answered the question concerning 
whether they had to perform any bookkeeping or accounting duties 
not taught to them at the E Business School. Almost 98 per cent 
answered in the negative. 

(19) About 52 per cent of the former students closed their 
own books at the end of the fiscal period. 

(20) Approximately 44 per cent of the former students took 
dictation and typed. 

(21) The length of dictation intervals in minutes ranged 
from 1 to 240 minutes. 

(22) The rate of dictation given in the various offices 
ranged from 80 to 180 words a minute. 


enntd hus at seetves tdgvodt 2200 306 es thoten rn 
-o8 ot beteveb od biyode emit etom cold smedd am at give 3 


-bebbs ed bluode sexat +cenaese YOu no Intied en ier bas aa 


-qeetdood ysatob elqoeq to tae x0 3.88 i <0) ysizobam eft (aL) | 
bees ereqsq esentesd to cay edt tedd tfoet utow gaisauvoo2 be <) Be 
tot eLtauq ntatt qled biuow etoe eoltosiq edd dtiw solttoennos at i 
dol edit 
ot evitslor notteeup edd betewans ‘ioidate temi1ot ytoew! (TL) 
das¢ beeras medt to tneo toq betbayd end .moteye Yidme elante s 
madera etdt o¢ eevieemedt patiqabs sidyow yas evar S'abts, yedt 
. ehbeau etew tL If 
anlateonon softesup sit betewans emoeteg eviteyiricT (Lf) | 
esitub anivmyooos 10 amiqeswdood yas miolteg of bad yods sedsedw 
tenes teq 8@ teomiA .Looro® esentaud & edd t2 medt o¢ tdgvat tom 


eovisayen edt nt Setewens 


a ve es 


ttedd beaols etasbute remot edt to tunes teq Sd duodAs (er) 
,botteq Lacett edt to bare et te enlood swo 

Moot etnebute tenrtot edt to tmeo teoq 22 yLodamixorqqA (OS) 
eboq¢t bas noltsetolb ; 
bognet setunts nt elevietat cottstotb to ddanel ent (£8) " 
ssotunta OSS ot £ mott ’ 

peottio auottey ond al mevig mottstolb to eter ent (S8) 

.otuntma a ebtow OSL ot 08 mott bosmen 


83 

(23) Sixty-seven per cent of the former students took dicta- 
tion at 100 to 120 words a minute. 

(24) Two people or 2.9 per cent of the former students took 
dictation at 160 words a minute. One man was a Hearing Stenog- 
rapher for the U. S. Immigration and Naturalization Department. 
The other former student was a Vice Consul in London, England. 

(25) One man took dictation at 180 words a minute. He was 
Vice Consul for the State Department in Damascus, Syria. 

(26) Twenty-eight or about 66 per cent of the former students 
transcribed their shorthand notes at between 40 to 50 words a 
minute. Nine former students had no required speed in transcrip- 
tion. 

(27) Approximately 52 per cent of the former students did not 
take conference or meeting reports in shorthand. 

(28) Seventy-five per cent of those engaged in shorthand 
activities felt that the training in court reporting was helpful. 

(29) Over 72 per cent of the former students did some typing 
each day. 

(30) One former student typed corresponderice and filled in 
forms all day. Nineteen former students typed 50 per cent of 
each day. 

(31) The speed requirements on the job ranged from 35 to 85 
words a minute in typewriting. Thirty-six per cent of those 
doing typing work need a speed of 50 words a minute on the job. 
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One student said 35 words a minute was sufficient. One person 
felt that 85 words a minute was necessary in his type of work. 
Thirty-seven per cent replied that over 50 words a minute was 
necessary on the job. 

(32) Over 91 per cent of 99 persons reporting thought that 
ample time was spent on statistical typewriting at the E Business 
School. 

(33) Approximately 82 per cent of 104 former students reported 
that they didn't have an Electromatic Typewriter in their office. 

(54) Over 50 per cent of the former students composed their 
own letters. 

(35) Thirty-two persons cut stencils an average of 5.72 per 
cent of each day. 

(36) Sixteen persons reported that they typed an average of 
5-87 per cent of each day from rough draft copy. 

(37) Approximately 35 per cent of the former students who 
used the typewriter did statistical typing an average of 11.20 
per cent of each day. 

(38) Twenty-three former students composed answers to letters 
at the typewriter. An average of over ll per cent of each day 
was devoted to this activity. 

(39) Twenty-seven persons had letters dictated to their type- 
writers. This was done an average of over 7 per cent each day. 


(40) Fifty-one persons transcribed shorthand notes on an 
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average of 20 per cent of each day. 

(41) Forty-three former students filled in forms on the 
typewriter an average of over 14 per cent of each day. 

(42) Forty-nine or 35.5 per cent of the former students 
spent some time on office machine work. 

(43) One person or 2.04 per cent of the former students re- 
porting spent 100 per cent of the working day on office machine 
work. She operated an International Business Machine and learned 
its operation on the job. The range was from 1 to 100 per cent 
each day. 

(44) Eight persons or 16.35 per cent of those former students 
reported that they used office machines 10 per cent each day. 

(45) Six or 12.25 per cent of the people reported that they 
used office machines 25 per cent of each day. 

(46) The Sundstrand Calculator was used by 24 former students. 
This machine was used on an average of 24 per cent of the time 
spent on office machine work. 

(47) Twenty-one former students used the Comptometer an 
average of 15.358 per cent of the time spent on office machine 
work. 

(48) The Ediphone was used by 4 former students an average of 
5.50 per cent of the office machine work day. 

(49) The Dictaphone was used by 3 former students an average 


of 11.67 per cent of the office machine work day. 
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(50) Seven persons used the Burroughs and 2 people the Rem- 
ington Bookkeeping Machines an average of 27.89 per cent of each 
day. 

(51) One former student used the Marchant Calculator on an 
average of 10 per cent of each day. 

(52) Three persons used the Friden Calculator an average of 
15.67 per cent of each day. 

(53) The Monroe Adding Machine was used by one person 40 per 
cent of each day. 

(54) Several other adding machines were used. The Allen Wales, 
Burroughs and Sundstrand were the other three that were listed. 
Two people used adding machines but didn't give the name of the 
machines they used. 

(55) Over 48 per cent of those former students reported that 
they used some filing each day. The time spent in this activity 
ranged from 1 to 50 per cent of each day. Twenty-one persons 
spent 5 per cent of each day in this activity. One person spent 
50 per cent of his time in this activity. 

(56) Sixty-two or 92.53 per cent of the former students used 
the alphabetic system. The numeric system was used second with 
26 or 38.80 per cent of the former students participating. The 
subject was the third type used the most. Twenty-four or 35.82 
per cent of those students doing filing work used this system. 


Other systems used were the geographic, soundex and dewey decimal 
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systems. 

(57) Seventy-two persons answered the following question: 

In what way would specific training in telephone technique help 
you? Such answers as getting more information, a good first im- 
pression for the business, to be able to handle irritated cus- 
tomers, were listed. 

(58) Recommendations for improving the English Course were 
listed as follows: 

1. More work on letters of application. 

2. A course in Public Speaking. 

Se More time spent on Business Correspondence. 

4, Additional time devoted to vocabulary building. 

(59) The former students listed the following additional sub- 
jects to be added: 

1. Business Law 

2. Economics 

5S. Auditing 

4. Personal Relations 

5. Psychology 

6. More time spent on Business Correspondence. 
7. Course on how to act during an interview. 
8. More work on the bookkeeping machine. 

(60) Five former students or only 3.6 per cent of the total 
number of former students claimed that they could be holding a 
higher position if they had had additional training. Three 
people listed a degree as necessary to help them advance in gove 
ernment employment. One man listed a master's degree as neces- 


sary for him to advance in the teaching field. One girl said 
that she had lost her speed in shorthand and if she could regain 
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it she could be holding a higher position. 

(61) Thirty-two reported taking additional part or full time 
courses. Twelve were working full time towards a degree. The 
other 20 are taking courses in a specialized area from law to 
psychology either for college credit or just for knowledge. 

(62) Almost everyone was more than satisfied with his train- 
ing at the E Business School. 

(63) Some additional suggestions were listed as follows: 

1. More short cuts be taught in Business Mathematics. 
2. Training in public accounting work. 
3. Such courses as auditing, the setting up of 
accounting systems and more work on State 
and Federal Income preparations. 

(64) Approximately 60 per cent of the former students answered 

the question concerning an active alumni club. They indicated 


that they would like to join such an organization of the E Pri- 


vate Business School. 


RECOMMENDATIONS 
(1) Although only 28 per cent of the former students used 
bookkeeping or accounting on their present jobs, the other former 
students stated that the knowledge had proved valuable in the 
business world. It has been found that many of the former stu- 
dents were placed in smaller business offices for initial employ- 
ment. When the employer called, he wanted a student capable of 


handling all phases of office work. It is recommended that this 
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course be retained with the same content. 

(2) An intensive two year course in Accounting was estab- 
lished approximately two years ago. It was designed to prepare 
students for private accounting employment. Only a few young men 
have completed this course to date, but have obtained excellent 
initial positions and are advancing on the job because of their 
knowledge. 

(3) About two students asked for courses in auditing and set- 
ting up of account systems. There was only one man doing this 
type of work. This school has been established to meet the de- 
mands of the business men, government agencies and the students. 
When a student attends the E Business School he wants to obtain a 
good practical education as soon as possible and a position when 
he is finished. There is a good demand for private accounting but 
no demand for public accountants in the area where the E Private 
Business School is located. Therefore, it wouldn't be practical 
to offer a course in auditing or accounting systems when the all 
round demand is nil. 

(4) Ninety-eight per cent of the former students who were do- 
ing bookkeeping or accounting work stated that they didn't have 
to do anything on the job in that area that they weren't taught 
at the E Private Business School. It is recommended that the 
course content in bookkeeping and accounting be kept the same with 


the following four minor changes. 
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(5) That more short cuts in mathematics be shown to the 
bookkeeping and accounting students. 

(6) It is also recommended that more material on government — 
taxes be added to the course. 

(7) The majority of bookkeeping and accounting students felt 
that the use of business papers with practice sets would help 
pupils on the job. 

(8) The same amount of time and emphasis should be spent on 
the single entry system of bookkeeping. One hundred per cent of 
the former students didn't have any trouble adapting themselves 
to this system if used. The training received at the E Private 
Business School is sufficient to prepare them for this activity. 

(9) The E Private Business School Placement Bureau is very 
active. It has placed approximately 77 per cent of the former 
students for the past 10 years. At the present time it can not 
fill the demand for well educated secretarial help. The hiring 
of the fittest is the rule again. It is recommended that outside 
soliciting be done in order to build up additional accounts. If 
unemployment or slack periods come then the E Private Business 
School's graduates will be given preference. The setting up of 
@ stronger placement department capable of placing 100 per cent 
of the graduates is a panacea for attacking unemployment. A 
Private Business School is no stronger than its placement service. 


(10) The majority of people took dictation at 100 to 120 
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words a minute. About half of them took shorthand at intervals 
from 30 to 60 minutes. It would be a good idea to teach the 
students to take shorthand at 130 words a minute for 60 minutes. 
This additional speed would give them added speed and confidence 
on the job. One young man who received 100 per cent on the shorte- 
hand part of a Civil Service examination was taught to take shorte- 
hand at 160 words a minute. Is it any wonder that a 160-word-a- 
minute shorthand writer would get a 100 per cent rating on the 
much slower Civil Service Shorthand Examination? This former 
student realized that secretarial training opens the door to 
rich business opportunities. He is now Vice Consul in London, 
England. Students should be motivated to do the best that is 
possible. 

(11) One former student built his speed up to 180 words a 
minute in shorthand. He did this by receiving outstanding in- 
struction in the fundamentals of shorthand and by practicing 4 
hours a day. He is now Vice Consul with the State Department in 
Damascus, Syria. 

(12) Over 66 per cent of the former students who took dicta- 
tion transcribed at from 40 to 50 words a minute. In the trans- 
cription classes emphasis should be placed on these speeds. 

(13) Nineteen per cent or the most popular required speed 
was 50 words a minute in typewriting. Fifty words a minute 
“should be retained as the minimum typing speed for a diploma at 
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the E Private Business School. 

(14) The majority of students felt that a sufficient amount 
of time was spent on statistical typing. Therefore, the same 
amount of time should be devoted to this activity. 

(15) Since over half the former students had to compose their 
own letters, more time should be spent on business correspondence. 
A great deal of emphasis should be placed on letters of applica- 
tion. A person has to sell himself over and over again through- 
out life. 

(16) Over 43 former students had to fill in forms at the 
typewriter an average of 14.38 per cent of each typing day. It 
would be a good idea to find out the types of forms used in the 
various offices and have the students fill in a few. 

(17) Twenty-three former students composed answers to letters 
at the typewriter. It would help the students a great deal if 
some time was spent in this activity. 

(18) Students are given instructions and cut several sten-~ 
cils; also type from rough draft copy. 

(19) Over 35 per cent of the former students operate office 
machines. Since the comptometer and calculator predominates, it 
can be said that ample time is devoted to office machine work at 
the E Private Business School. This business school has twenty- 
two comptometers and calculators. Three are electrically oper- 


ated. The battery technique is used and each student is given 
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200 hours on this type of machine. The touch method is developed. 
Other machines in the department include an Ediphone, two adding 
and listing machines, the check writer, one bookkeeping machine, 
two mimeographs, and the Executone. The rotation method of in- 
struction is employed for the machines other than the comptometers 
and calculators. An additional bookkeeping machine should be 
purchased, either a Burroughs or Remington, as nine former stu- 
dents use these machines an average of 27.89 per cent of the of- 
fice machine day. 

(20) Approximately 48 per cent of the former students used 
some filing system each day. More emphasis should be placed on 
the alphabetic system as 92.53 per cent of the former students 
used this system in their respective offices. The numeric and 
subject systems are used sometimes. The geographic, soundex and 
Dewey Decimal systems are seldom used in the offices in this area. 

(21) More time and emphasis should be spent on Business Cor- 
respondence in the English course. Additional time should be 
spent on letters of application. A short course in public speak- 
ing should be included in the English course. This will help the 
students build additional confidence while talking on their feet. 
A course in vocabulary building should be added to the curricula. 

(22) A course in Business Law was inaugurated this year. A 
practicing lawyer comes in each week and gives case lectures on 


the practical side of law. He also clarifies points relative to 
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the legal aspects of bookkeeping and accounting. These former 
students did not have this course. 

(23) Business education involves something more than skill 
building. The former students on the job realize this and have 
recommended a course in Economics. Economics adds depth to one's 
understanding of business, It would be wise to offer an elective 
course in basic Economics. 

(24) How to act on the interview should be incorporated into 
the Business Etiquette Course. A great deal of emphasis should 
be placed on this. A student either makes or breaks the grade 
on the interview. 

(25) Personal Relations should be brought into the Economics 
Course as a phase of the work. It could be brought out how im- 
portant it is for nations and people to work harmoniously to- 
gether in order to achieve success and happiness. 

(26) In this type of school the major emphasis must be placed 
on skill building. However, psychology should be given in the 
Business Etiquette Course because it is important. A person 
should know why people usually do things and how to act in an 
office and in unusual situations. 

(27) An active alumni club should be organized. This will 
create better public relations and keep the school in contact with 


the former students. 
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(28) For nearly 90 years the E Private 
been producing outstanding graduates. It is 
ment! A follow-up study should be conducted 
This technique will help evaluate the school 
still meeting the demands of the businessmen 


agencies. An employer who is well satisfied 


Business School has 
a school of achieve- 
every two years. 

and see that it is 
and government 


will call again. 


A graduate who has found success and happiness through this 


type of education will promulgate this news to the city. 
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> SOME ESTABLISHMENTS EMPLOYING THE STUDENTS OF THE E BUSINESS SCHOOL 


American Hide and Leather Company 
Lowell, Massachusetts 


American Legation 
Damascus, Syria 


Boston and Maine Railroad 
North Billerica, Massachusetts 


Canadian National Railway 
Portland, Maine 


Cities Service Oil Company 
Boston, Massachusetts 


Courier Citizen Company 
Lowell, Massachusetts 


Fitchburg Coca Cola 
Fitchburg, Massachusetts 


First Citizens Bankers Corporation 
Lawrence, Massachusetts 


General Electric Corporation 
Lowell, Massachusetts 


Hall-Scott Motor Car Company 
Berkeley, California 


Harvard University 
Cambridge, Massachusetts 


Locks and Canals Department 
Panama, Canal Zone 


Lowell Red Cross 
Lowell, Massachusetts 


Lowell Sportwear, Incorporated 
Lowell, Massachusetts 
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Lowell Textile Institute 
Lowell, Massachusetts 


Men's Wardrobe Department 
Hollywood, California 


Merrimack Wollen Mills 
Dracut, Massachusetts 


New England Telephone and Telegraph Co. 
Lowell, Massachusetts 


New York, New Haven and Hartford Railroad 
Boston, Massachusetts 


Office of Naval Research 
Boston, Massachusetts 


Personal Finance Company 
Lowell, Massachusetts 


The Lowell Electric Light Corporation 
Lowell, Massachusetts 


U. Ss Federal Immigration and Naturalization 
Boston, Massachusetts 


U. S. Government Hospital 
Bedford, Massachusetts 


U. S. State Department 
London, England 


Veterans! Administration 
Bedford, Massachusetts 


Veterans’? Administration 
Boston, Massachusetts 


Veterans! Administration 
Manchester, New Hampshire 


War Department 
Boston, Massachusetts 


Williams, Myers and Quiggle 
Washington, De. C. 
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